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Introduction

This Benefits Administration User Guide is designed to assist Non-Commonwealth Paid Insurance
Coordinators (ICs) with KHRIS processes of both health and life insurance plans for their Employees.

Updates to this User Guide will be published quarterly, if needed, according to changes in processing.

As of February 2013, ICs are asked to use the following matrix for processing:

Note: The above matrix will be changed and ICs will be asked to complete more processes in
KHRIS as additional training and User Guide updates are made available. Please do not use

Actions To Be Completed by IC Actions To Be Sent to DEI or KGLI via paper
application
QO New Hire Enrollment U Cross-Reference Payment Options
O Employee Demographic
Updates/Changes J Transfers
QO Terminations U Qualifying Events
O Reinstatement of Benefits (without . -
break) in Employment for a Rehire U Evidence of Insurability (EOI) — KGLI only
O Beginning LWOP-non FMLA a Iaﬁ%ve Without Pay (LWOP) w/premium-KGLI
O Health Benefit Enrollment Reporting a legancellatlon of Coverage Requests-KGLI
O Plan Change History Report U End Leave Without Pay
O Insurance Plan Cost Report U Dependent Demographic Data Changes
O Life Policy Conversion Letter (s) U Reinstatement with Break in Employment
O Smoker Status Report
O Health Post Tax Participants Report

the KHRIS Qualifying Event (QE) work list to report qualifying events. Malil
Applications/documentation to Department of Employee Insurance (DEI) Enroliment
Information Branch or Kentucky Group Life Insurance (KGLI).

Questions and/or suggestions for improvements to this User Guide should be directed to:

Department of Employee Insurance
Enrollment Information Branch Manager
502-564-5530

501 High Street, 2™ Floor

Frankfort, KY 40601

Kentucky Group Life Insurance
Branch Manager
502-564-4774

501 High Street, 3" Floor
Frankfort, KY 40601
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Insurance Coordinator Responsibilities Related to Health and Life Insurance

This section is designed to provide you with a guide to your everyday responsibilities as an Insurance
Coordinator. In order to best assist your Employees, it is important that you have knowledge of the
insurance plans offered, an understanding of how the plans work, know the eligibility requirements
and be familiar with the forms used by KEHP and KGLI as listed at http://personnel.ky.gov/dei/ and
http://personnel.ky.gov/emprel/gli.

As a representative of an agency that participates in KEHP and KGLI, an IC is responsible for the
following actions:

I. Attend IC Training conducted by the Department of Employee Insurance (DEI) and Kentucky
Group Life Insurance (KGLI) including:

1. New IC Training

a. KHRIS Access Training - online training that includes modules on the Health
Insurance Portability and Accountability Act (HIPAA) and an overview to KHRIS.
Once required modules are completed you must complete the security paperwork to
gain access to KHRIS. Online training modules are located at https://ky.train.org

b. KEHP and KGLI Policies and Procedures training for new ICs

2. Open Enrollment and Spring Training to learn about updates and plan changes
3. HIPAA Training — required within 30 days of hiring a new IC; and then annually for all ICs
4. Consolidated Omnibus Reconciliation Act (COBRA) Ceridian Training

e Training information can be found on KEHP’s website: Trainings

Il. Provide new Employee(s):
1. Current health insurance information and application

e Training on benefits available including a copy of the New Employee Checklist and web
address to obtain the Summary Plan Descriptions: 2013 Summary Plan Descriptions

2. . KGLI coverage information can be located at http://personnel.ky.gov/emprel/gli/

3. Training on enrollment requirements
a. Set up new Employees in the KHRIS portal
b. Show new Employees how to elect benefits using Employee Self-Service (ESS)

4. Training on qualifying events and deadlines

a. Sign and submit forms to DEI and KGLI
b. Request supporting documentation from Employee
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VI.

5. Information on COBRA
a. Enter qualifying events into Ceridian’s WebQE System

6. Open Enrollment information
Process Employee enroliment, termination, leave without pay (LWOP), social security number

corrections, birth date corrections, name change, and address actions in KHRIS in a timely
manner.

. Provide DEI and KGLI (if applicable) with Update Forms for Employee transfers, military leave

begin/end, retirement, death, cross-reference payment option elections, and qualifying events in a
timely manner.

Manage monthly bills by reconciling, processing and releasing the life and health premiums,
administrative fees, flexible benefits and health reimbursements within Biller Direct if your duties
include Billing Liaison.

Counsel Employees on health insurance questions and provide contact details where they may
receive additional information.

VII.Be familiar with and use the KEHP Administration Manual, KGLI Nationwide Commonwealth

Summary Plan and this User Guide to complete your responsibilities as an IC.
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Welcome to KHRIS Online Benefits Administration System

After you have logged onto KHRIS using your Employee ID and password

Select the “Insurance Coordinator NCP1” tab

Select “KHRIS Transactions” (select from menu on left)

(= Welcome - SAP NetWeaver Partal - Windows Internet Explorer provided by Personnel Cabinet

@\’;' [z https Ky gov, v[ 8] [&]%][x (2]
Fie Edi View Favortes Taols Help
x Go: glc| v|"' Search v | More > signin A -

i Favorites | 55 € | PHE-TRAIN powered by ki, @ Suggested Sites = Ky Personnel Intranet € | Get More Add-ons ~
T il - S by Poral

f v E) (0 @ - Page- Safety~ Tools~ @~ ”[

Employee Seff-Service

Help | Log ofi|
Image Connect  Worklist
Welcome

m Welcome to KHRIS Online Benefits Administration System
IKHRIS”

Sell-Senvice Center

Please use the menu to the left to perform your Insurance Coordinatorjob duties

I Detailed Navigation 7 KHRIS User Training Materials:

Located on KHRIS Help website
Contact Us:

Life Insusance Questions: Contact the Life Insurance Branch at (502) 564-4774
Business Hours are 7:30 am to 4:30 pm EST. Monday throuzh Friday

Health Insurance Enrollment Questions: Contact the Enrollment Information Branch at (302) 564-1205
Business Hours are 7:30 am to 4:30 pm, EST Monday through Friday

Health Insurance Billing concems or questions: Contact the Financial Management Branch at (502) 5645097
Business Hours are 7:30 am to 430 pm EST, Monday through Friday

FSA or HRA Enrollment or Billing Questions: Contact the Flexible Benefits Branch at (502) 5640350
Business Hours are 730 am to 4:30 pm EST, Monday throuzh Friday

ofKenmucky

J/ Trusted sites v Howm v

Welcome to KHRIS Online Benefits Administration System
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Note: This screen is the first screen that you will see after you select the “KHRIS transactions” tab.
Then you will select your transaction from menu on left.

= HRBENOOO1 - Enrollment - SAP NetWeaver Portal - Windows Internet Explorer provided by Personnel Cabinet

@:/ * [z https Ky gov <[ 8 |[8][#][x

File Edit ‘View Favorites Tools Help

x Google | [P search - tre » sgnin A, -

S Favorites | 5i5 & PHF-TRAIN powered by KMi'.. 8 Suggested Stes = Ky Personnel Intranct & | Get More Add-ons ~

o _o»
7 HRBENDOOL - Enrallment - SAP HetWeaver Portal - B | e v Page - Safety~ Tools~+ @~ [

— | Log off

Eployee Seir

g Conneet ™ WOTHISt
Welcome

| Enroliment
[ [vena] i [

m ] ) [Enrl
Nane [ lon fi1reg/2011 [ |
/‘ersnnna\nn —

Offer selection

stem |

D umber | | I I I |
Fossible offers [Enroliment period |
[ (@ Select |
Monitor
* HRBEN0OOS - Pian and
AT
* HRBENOO14 - Termination of —
Participation I
= HRBENOO15 - Confirmation e

Form
= HRBENOOT3 - Health Plan
Costs.
= HRBENOOT4 - Insurance Plan
Costs.
= HRBENQOTS - FSA
tributions

0 - Display HR Master
Dala

* PA30 - Maintain HR Master
Data

= PA40 - Personnel
- ZAL “ »

P[eca ool

J/ Trusted sites 4y - B -
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Enrolling a New Hire

A new hire for this transaction is a newly hired Employee who has never been covered under
KEHP. This new hire is not a returning retiree, transfer from another Agency, dependent
(spouse/child) on another KEHP plan, or participating in a “new” cross-reference payment option (a
newly hired Employee who was a dependent on spouse’s family plan, but now hired and wanting to
begin a cross-reference with spouse). These types of transactions would need to be forwarded to DEI
Enrollment Information Branch for processing.

Stepl: ZAU_SSN- Social Security Search (select from menu on left)

Enter Employee’s SSN in the search box. Click “SSN Search”. If name is not found, click “Cancel” to
proceed to next search engine.

£= ZAU_SSN - Social Security Search - SAP NetWeaver Portal - Windows Internet Explorer provided by Personnel Cabinet

@ i ‘27 https ley.gav, V‘ g ‘ B[4 [

Eile Edit ‘View Favorites Tools Help

x Google ‘ V‘ﬂSearch - More 3 <~ signin 9 -
fg Favorites 3;3 & | PHF-TRAIN powered by KMP'., @ Suggested Sikes Ky Persannel Intranet & | Upgrade Your Browser =

_ - o»
=7 28U_SSN - Social Security Search - SAP NetWeaver P... fi- 8 =l @ - Pagev Safety - Toos - @~ [

\ A . : <P,
- elp off o
Personnel Cabinet [~ TS
Serving the People Who Serve the People Self-Service Center
Employee Self-Service  [STSTE r NCP Image Connect  Worklist

ZAU_SSH - Social Security Search History, Back Forwa

[4]F] 4]
MO0 14 - Termination of u I SAP
e [ Coen] 1 |

* HRBENOO15 - Confirmation
Form
* HRBEMOOT3 - Heatth Plan

Coste Seareh Crteria Enter Employee’s SSN

* HRBEM0074 - Insurance Plan 55N
Costs —
Re-type 58N
* HRBENDO73 - FSA e
Contributions
* PA20 - Display HR Master

[= Social Security Search

Data

* PA30 - Maintain HR Master
Data

* PA40 - Personnel Actions

:
{Scarch)

* ZBNF0O02 - Benefits Policy
Conversion Letter

* ZBNF0OS - User Password
Reset

* ZBNQOO12 - Health Post Tax

iy 29 st Search 3¢ _Cance
(%5 SSN Search|3§ Cancel
= ZBNROO2 - Plan Utiiization

* ZBNROO6 - Plan Change
History [>[Eqz (400) F]

Done & Internet 4y - Hiow v
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Select “ZBNR013-Dependent Search By SSN” (select from menu on left). Do not change the
reporting period dates, these dates are indicating the current date you are performing the search. In
the “Dependent SSN” field, enter Employee’s SSN. Then select “Execute”.

(= ZBNRO13 - Dependent Search By SSN - SAP NetWeaver Portal - Windows Internet Explorer, provided by Personnel Cabinet

@; - \zv https ky.qov, V‘ g ‘ ||+ X%

File Edit ‘iew Favorites Tools  Help

x Google V‘i'Sean:h - Mare > — Signin 9 -

<l Favortes | 55 @] PHF-TRAIN powered by kM., @8 Suggested Sites ~ Ky Personnel Intranet & | Upgrade Your Browser =

= »
7 ZBNRLE - Dependent Search By SSN - SAF NetWeav. .. fi v B 0 e v Page~ Safety - Took - @~ [

l(*H“R& >

Self-Service Center

e —
he People Who Serve the People

Employee Self-Service s dinator NC Image Connect ‘Worklist

| History, Back Forward

ZBNR013 - Dependent Search By 55H

4
+ HRBENOO74 - Insurance Pian I I Dependent search by SSN
Costs I | [ save as variant.. || Back |[ Exit || Cancel | [ System ] | | Execute | Enter Employeevs SSN

* HRBENOO73 - FSA
Contributions:

REngrEtmrHE Masky Reporting Period pasaas2011 to T 2011 | E]
Dat
aa Dependent S5M

* PA30 - Maintain HR Master
Data

* PA40 - Personnel Actions

» ZAl ocial Security

Se:

* ZBNF0O2 - Benefits Policy DO n Ot C h an g e d ates
Conversion Letter

* ZBNF0OS - User Password
Reset

* ZBNQO012 - Health Post Tax
Participants

* ZBNROOZ - Plan Utilization

* ZBNROOE - Plan Change

History

+ ZBNRO10 - Display FSA YTD
Deductions:

.

* ZBNR015 - Daily Enroliment
Count Report

[>[EQ2 (400) F1]

Dane & Internet 43 -| ®ioon -
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If no records are found for the Employee, click “Exit”.

ZBNRO13 - Dependent Search By SSN - SAP NetWeaver, Portal - Windows Internet Explorer provided by Personnel Ci

oo

—

v =7 hups [ YRR

File Edit ‘iew Favorites Tools  Help

~

<l Favortes | 55 @] PHF-TRAIN powered by kM., @8 Suggested Sites ~ Ky Personnel Intranet & | Upgrade Your Browser =

= »
7 ZBNRLE - Dependent Search By SSN - SAF NetWeav. .. fi v B 0 e v Page~ Safety - Took - @~ [

; oA B o B W &

Serving the People Who Serve the People

Image Connect ‘Worklist

* HRBENDO74 - Insurance Plan
Costs
HRBENOOTS - FSA
Contributions.
PA20 - Display HR Master Mo Records found for selection criteria
Data
PA30 - Maintain HR Master
Data
* PA40 - Personnel

ZBNFO02 - Benefits Pol
Conversion Letter
ZBNF00S - User Password
Reset

* ZBNQO012 - Health Post Tax
Participants

* ZBNROOZ - Plan Utilization
ZBNROOS - Plan Change

History
ZBNRO10 - Display

* ZBNRO1S - Daily Enrollment
Count Report

[>[EQ2 (400) F1]

Dane & Internet 43 -| ®ioon -
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Step 2: PA 40 Personnel Actions (select from menu on left)

After SSNs searches have been completed and there no values found, select PA 40 Personnel

Actions (select from menu on

left).

In the “From” field enter Employee’s date of hire

In Personnel Actions box, click “Begin Participation” (highlight)

Click “Execute”

nnel Actions - SAP NetWeaver, Portal

ndows Internet Explorer provided by Personnel Cal

@ ) - ‘27 https. ey g,

v & |[&|[][x |[2]-
File Edit ‘View Favorites Tools  Help
x Google ‘ V‘i.Search | More <~ signin 9 -
<l7 Favorites | 55 & PHF-TRAIN powered by KMi... @ Suggested Sites = KY Personnel Intranet & | -
_ »
7 PA40 - Personnel Actions - SAP Netweaver Portal E}] - B | mmm - Page~ Safety - Tools v @v [

Personnel Cabinet ‘

Serving the People Who Serve the People

Image Connect

PA40 - Personnel Actions

Participation Overview
+ HRBENOD14 - Termination of

Personnel Actions

‘Worklist

Participation

e — |
Form Find by

* HRBENOOT3 - Heatth Plan v @9 Person
Costs

* HRBENO074 - Insurance Plan
— fHi search Term

» HRBENDO7S - FSA [l Free search
Contributions

{H Collective search help

* PA20 - Display HR Master

[ Cancel | [ system] | [ Execute |[ SSN Search |

Patsonnel no l:l /

Date of hire

From [ ]

Personnel Actions

Action Type

Personn...|EE group  |EE sub..

Data
* PA30 - Waintain HR Master /

* ZBNF0O2 - Benefits Policy
Conversion Letter

* ZBNF0OS - User Password
Reset

* ZBNQOO12 - Health Post Tax

Participants
* ZBNROOZ - Plan Utilization
* ZBNROOE - Plan Change

BN - Begin Participation

BN - End Participation

BN - Begin Leave W/ Out Pay

BN - End Leave W/ Out Pay

BN - Change FSA Billing Freg

BM - Rehire

El

Help | Log off

History

[>[Eqz (400) F]

& Internet 4y - Hiow v

Enrolling a New Hire
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Create 0000 Actions

Click on the “Reason for Action” field, (drop down box will appear) choose (01) New Employee
In the “Position” field enter 99999999 (always)

In the “Personnel area” field enter 0004 -Benefits Only

In the “Employee group” field enter L -External BN

In the “Employee subgroup” enter 41 -24 Non-paid

Click “Save”

Z7 PA4D - Personnel Actions - SAP NetWeaver Portal

g -y
| Personnel Cabinet [ |
Serving the People Who Serve the People

or HCP1 Biller Direct

PA40 - Personnel Actions

[4]+]
| create D‘O Actions

Kmt“@)\\ I| menu, | [ Save |[ Back |[ Exit |[ Cancel | [ System] || Previous record || Me record |[ Oveniew |[ Change info group |
Pers.No. I

Start 08/10/2011 to 12/31/9999

Personnel action
ansactions Action Type BN - Begin Participation g

I Detailed Navigation

1- Enrolment Reason for Action E‘ New Employes — Choose New Employee from drop
Reference Pers. Nos. down box
Status
Customer-specific gl
Employment Active T
= HRBENQ015 - Confirmation Special payment ]
Form
= HRBENOOT3 - Health Plan - -
Costs Organizational assignment .
HRBENO074 - Ineurance Pl E— 39399353 Enter Position Number, Personnel Area;
= HRBENOOT4 - ance Plz —
Costs Personnel area 0004 | Benefits Only Employee group and subgroup
= HRBENO Employee group ﬂ External - BN >
> Ermplovee subgroup H‘ 24 Non-Paid
Additional actions
Start Date |Ac1 |Ac1i0n Type |ActR |Reason for action

O =i

Benefits Policy

B [@ Save your entries
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Create 0001 Organizational Assignment

In the “Cost Ctr” field enter Agency’s cost center number (this is specific to your Agency)

In the “Sub Area” field (use drop down box for type of Agency) enter Agency type (i.e. school board,
health dept, etc)

In the “Position” field enter 99999999 (always)
In the “Org. Unit” field enter Agency’s organizational unit number (this is specific to your Agency)

Click “Save”

=™ PA40 - Personnel Actions - SAP NetWeaver Portal

Personnel Cabinet

Serving the People Who Serve the People

My Benefis Insuranc nator NCP1 Biller Direct

PA40D - Personnel Actions
4] 0]
| Create 1 Organizational Assignment

Ke’?fuifi?—‘-yh\ I| Menu) |} [Save |[ Back || Exit|[ Cancel | [ System] | [ Previous record |[ Next record |[ Overview |[ Org Structure |

SPwT

Fersonnel Mo I
I Detailed Mavigation Status Active

Start 08/10/2011 to 12/31/9999

Enterprise structure

CoCode ICOME. Commomwealth of Kentucky
Fers.area 0004 Benefits COnly Subarea @ <+
Cost Cir 9200100143 |« — ] Use drop box for Agency type
Func. Area | Agency specific
Personnel structure
. EE qroup ﬂ External - BN Fayr.area E Mon-Cokk Paid
orm -
- HRBENDOTS - Health Plan EE =ubgroup El 24 Mon-Paid Contract ]
Costs
= HRBEMOO74 - Insurance Plan Organizational plan Enter 99999999 (aIWayS)
Costs Puosition 99999993 ]

= HRBENOOTE - FSA

it Qrg. Unit 1000645 (T —onu

Display HR Master

Agency specific

Maintain HR Master

Done

Note: Remember to write down the Personnel No. for the Employee.

Click “Enter”
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Create 0002 Personal Data

Enter Employee’s Name, SSN, Date of Birth, Gender and Marital Status

Click “Save”

Zr PA40D - Personnel Actions - SAP NetWeaver Portal

. Kentucky - - .
Personnel Cabinet |

Serving the People Who Serve the People

My Benefitz Insurar linator M Biller Direct

PA40 - Personnel Actions
[4]¢]

Ketudkiy™

SRWRIT

| creare ‘2 Personal Data
I| Menu] b [ Save |[ Back |[ Exit|[ Cancel | [ System] | [ Previous record || Nestrecord || Overview |

I
Personnel Mo

I Detailed Navigation FPosition 953995395  |ntegration; default position
— Status Active
Start 08/10/2011 To 12/31/9999
ransactions
01 - Enroliment Mame
Last name

]
First name I
L

— | Enter personal

Middle name
= HRBEN0O14 - Termination of Suffix a data
Participatio MName |
HR data
- 35N ] Gender
* HRBENOOT4 - Insurance Plan Diate of Birth I ) Female Unknaver
Costs Language English gl

Marital Status Single &

<] 3 Record created

Done
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Create 0006 Addresses

Enter Address (If Employee has a P.O. Box, address should be entered in “Address line 17)
Enter Telephone Number

Use the Communications box, if Employee needs to list additional telephone numbers (use drop
down for type)

In the “County Code” field select Employee’s home county (use drop down menu)

Click “Save”

Z™ PA4D - Personnel Actions - SAP NetWeaver Portal

Sl e B S

' F . r
.. Personnel Cabinet I

Serving the People Who Serve the People

My Benefits Insurance rdinator NCP1 Biller Direct
ome

PA40 - Personnel Actions
[4[¢]

| Create 0‘6 Addresses
Kmt“ y}-. I| Menu/ |} [Save || Back |[ Exit |[ Cancel | [ System] | [ Previous record |[ Next record || Overview || Foreign address |

EPWRT,

Personnel Mo INEEEE MName |
I Detailed Navigation Fosition 9959539393  |ntegration: default position

* Welcome Status Active -
Start ne/10/2011| to 12/31/9999 Use Address line 1 to
enter P.O. Box

- Enroliment Address Addresses
IETE Addrass tpe Permanent residence |
Monitor
= HRBEMO006 - Plan and i OF
— Address line 1 |

= HRBEN0014 - Termination of Address line 2
: Gityfcounty |

* HRBENDO1S - Confirmation T

Form Country Key
= HRBEMOOT3 - Health Plz : ! . . _
seee 0073 - Heatth Plan Telaphone Number — Enter demogra}phlc information-
+ HRBENDOT4 - Insurance Plan Communications use Employee’s home county (I.e.

e NUmber Exte Lexington-Fayette County)
Type Mumber Exte

Type I:I Number| || |E)cte
Twoe | | mumber| | |Exte

Additional fields

County code o1 3|

Conversion Letter B @ Valueis not allowed

Done
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Create 0105 Communication

In the “ID/number” field, enter Employee’s email address. Note: Employee should use email (work or
personal) they want published to receive health and life benefit information. If Employee does not
want to publish their email address, select “Next record” to move to next screen.

Click “Save”

=™ PA40 - Personnel Actions - SAP NetWeaver Portal

Personnel Cabinet
Serving t?e?eople Who Serveth!)!’eople Only click “Next record”, if
Employee does not wish to
publish email address

Biller Direct

PA40 - Personnel Actions

| Create 0105 Communication
Ke’?tufj?yh\ I| Menu/ |} [ Save |[ Back |[ Exit || Cancel | [ System | | Previous record || Next record || Overview |
Fersonnel Mo | Marme \_
I Detailed Navigation Position 99999998 Integration: default positian
] — Status Active
ocesses Start [ogs10/2011]| 0 |r2/31/9999|
Transactions
= ErE =T 0105 Communication
=R Type 0010 | E-mail
IDinurmber IS < Enter email address
= HRBENOOT3 - Health Plan
Costs
= HRBEN0OT4 - Insurance Plan
Costs
= HRBENOOTS - FSA
“ontributions
- Display HR Master
- Maintain HR. Master
Benefits Policy
on Letter
s e [+] i Record created

Done
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Copy 0008 Basic Pay

In the “Annual salary” field enter annual salary (if information is available)
Click “Save”
Click “Enter” to acknowledge message at bottom of screen

Click “Enter”

Z7 PAA0 - Personnel Actions - SAP MetWeaver Portal

" o & N e B

Personnel Cabinet L |

Serving the People Who Serve the People

Biller Direct

PA40 - Personnel Actions
[4]4]

| copy Ol Basic Pay

Kmt“@ I [Wenu) |} [save |[ Back |[ Exit|[ Cancel | [ System | [ Previous record || Next record || Ovenview |[ Salary amount |[ Payments
Personnel Mo : I ame I :|
I Detailed Navigation EE group I] External- BM  Personnel area (0004 | Benefits Only Status  Active

. me EE subgroup £|24 Mon-Faid - Pers. subarea 2001] Board orEd.
HRIS Processes Start pesioszo1l| to 1273179999

« m KHRIS Transactions
* HRBENOOO1 - Enroliment
: ::‘S_:ﬂr i Subtype ’0—|Elasic contract

Sonte Pay scale B Enter annual salary

Reason Cap.util.lvl 100.00
PS type 93| Nan-Paid WikHrsiperiod 86.67 /
PS Area 99 | Mon-Paid

PS group ON-PRID |Level W Ann.salary ]

HRBENDOT2 - Health Plan
Costs Wa... Wage Type Long Text ... |Amount Curr... |l... |... [Mumber/Unit|Unit
HRBENOO74 - Ingurance Plan 8002|Salary (Quasi) 503 El =
Costs UsD3 El
HRBE UsD3 n
UsD3 n
y HR Master usoz| |
UsD3 n
Maintain HR Master uspz| () -
| | >
I [pas12/2011]- [12/31/9399 [4][p]] 0.00a [usns |

[ Record created
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Create 0041 Date Specifications

Enter Original Hire Date (Z1)
Enter Current Hire Date (Z2)
Click “Save”
Click “Enter”

Click “Enter” to acknowledge message at bottom of screen

= P840 - Personnel Actions - SAP NetWeaver Portal - Windows Internet Explorer. provided by Personnel Cabinet

@.\_ ) v [ s ky.gov EE N EEES
Fle Edt tew Favorkes Toos Help
x Google ‘ v‘ilsﬁrch - Mare > o~ sianln 9 -

<l Favortes | 5% @] PHF-TRAIN powered by KM, @ Suggested Sites ~ Ky Personnel Intranet & | Upgrade Your Browser =

_ o
27 PAYD - Personnel Actions - SAP Netweaver Portal fi v B ) e v Page~ Safety + Took v @@~ [

Help | Log off

Insurance ordinator NCP1 Biller Direct

Welcome
2 I Creare 0041 Dare Specfﬁcarions
l(l“@ I |b [Save [ Back |[ Ext [[ Cancel | [ System] | [ Previous racard |[ Next racord |[ Overnvisw |
Salkr Sancicn, Conlas Petsonnel Mo ane
| vetaied navigaton Fosion |99999999] - Integration: default positiof Enter original and current hire
Status Active d
Start [peratizntt] 1o [t12/31/9088] ate
* HRBEM00O1 - Enroliment 0041 Date Specifications
* HRBENOOO3 - Participation Date type Date Date trpe Date
Monitor Original Hire Date Ba/e1/2011 22| curent Hire Date 09/01/2011
R Incremem Date Beneﬂts Elig. Date
Participation Overview ] ]
* HRBENOD14 - Termination of
Participation [ []
* HRBENOO15 - Confirmation [ ] [ ]
] ]
* HRBENOOT3 - Heatth Plan
Costs
. !RE{EF'IDITM— Insurance Plan Additional fields
osts
+ HRBENDOT8 - FSA Employee Status
Contributions
* PA20 - Display HR Master
Data
* PA30 - Maintain HR Master
Personnel Actions
Security
Benefits Policy @ R =
i ] ecord created [>[EQz (400) Pa]
Dane & Internet 43 -| ®ioow -

Note: Benefit Elig. Date does not need to be entered as KHRIS generates the date (this can be
verified by checking date specifications in PA 20-Display HR Master Data in the menu selection).
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Create 0171 General Benefits Information

No information is to be entered on this screen, (dual Employee, hazardous duty, and cross-reference
are processed by DEI Enrollment Information Branch) but verify the information is correct.

Click “Save”

7 PA4D - Personnel Actions - SAP NetWeaver Portal

| Personnel Cabinet

Serving the People Who Serve the People

Ins ate : Biller Direct

PA40 - Personnel Actions
[4]¥]

Kentudkiy™

EPIRT.

| Create 0171 General Benefits Information
I [menu] |} [Save |[Back || Exit|[ Cancel | [ System] | | Previous screen |[ Nextscreen || Overview |

Personnel Mo _—lName I
Payrollarea  BN|  Orgunit  Danville Independent

Start EBJ’lGJ’ZGll o 12/31/95999

0171 General Benefits Information

Benefit area 1]  commorky

15t Fragram Grouping 0002 | NP HithiHRAF SALife
2nd Program Grouping (0002 | 2 Months Start

I Detailed Navigation

- Plan and

on Overview
14 - Termination of
on

15 - Confirmation | |
Do not enter any information on
* HREENOOT - Health Plan this screen. Verify information;

Costs click “Save”; and proceed to next
= HRBEM0O0T4 - Insurance Plan screen.
Costs
* HRBEMOOTS - FSA
Cont ons

Display HR Master

Additional fields
|| Hazardous Duty

["] Cross-Refarence

|| DualiRetiree Returned to Wiark
B [ Record created

Dene
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Create 0378 Adjustment Reasons

No information is to be entered on this screen. View the dates to make sure correct (“to” date should
be 35 days from hire date).

Click “Save”

=™ PAAD - Personnel Actions - SAP MNetWeaver Portal

> | Kentucky - _—
| Personnel Cabinet L |

E / Serving the People Who Serve the People

My Benefits Ins o s Biller Direct

PA40] - Personnel Actions

|‘ | .I J
| create 8 Adjustment Reasons
3o Menu Save || Back || Exit || Cancel | | System Previous record || Mext record || Overview
Kmt“ggy || J |k | Il |[ Exit ][ | [ system) || Il I |
Fersonnel Mo ___ ]Name _
I Detailed Navigation Fayroll area @ Org.unit Darville Independent
- Start pes1os2011 .‘ 09/14/2011
Adjustment Reason Data

» HREEN0OD1 - Enroliment B — (Comm of KY |
" HRGE articipation Adjustment reasan New Participant B

Maonitor
= HRBE
« HRBENOD1S - Confirmation Do not enter any information on

Form this screen. Click “Save” and
= HRBENOO73 - Health Plan proceed to next screen.

Costs
= HRBENOOT4 - Insurance Plan
= HRBENOOTS - FSA

Contri ns

Dizplay HR Master
- Benefits Policy
/ersion Letter @ Record created

Done
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Step 3: PA 30 Maintain HR Master Data (select from menu on left)

Note: This screen (under Benefits tab) is used to add Dependents, Beneficiaries, and/or smoking

status.

In the “Personnel No.” field, enter Employee’s Personnel No (Personnel No. was assigned to the

Employee in PA 40)
Click “Enter” (verify Employee’s information)

Select “Benefits” tab

Z7 PA30 - Maintain HR Master Data - SAP NetWeave..

niuck

Personnel Cabinet
serving the People Who Serve the People

Biller Direct

My Benefitz

PAJ30 - Maintain HR Master Data

| maintain HR Master Data

Enter Employee’s
Personnel No

{ Copy || Delimit || Delete || Overview |

Kentudkip™

- Enroliment {iH} Free search

03 - Participation

I| Menu) |} [Back |[ Exit [ Cancel| [ System] | [ Create |[ Change |[ Displa
T I 4

Basic personal data

o [El=][EH[E] (el a)
Fersonnel no.  INEEEEE [T
Find by e ——
I e ™ B Persen E:rgfoup T Personnel area (0004
L3 ; ]

Collective search hel — —

! IH g EE subaroup 41 128 Mon-Fard Pers. subarea 2001

{H} search Term

Status Active
Benefits Only

Board of Ed.

Payroll i Benefits i Time I Taxes i Planning Data

= HRBEMOO73 - Health Plan
Costs
= HRBEM0074 - Insurance Plan

Costs
= HRBEMOOTS - FSA

ons

izplay HR Master

Infotype text | | Period
0000 Actions o ~| | (% FPeriod
:0001 Organizational Assignment o From o |
| |000Z Personal Data (¥4 ) Taday ) Currweek
| |0008 Addresses o ¥ _| | Ol ) Current month
| (0007 PIarTnedWDrkmg = v () From curr.date T Lastweek
0008 Basic Pay (74
T — To Current Date Last month
Tleane i) G T () Current Petiod ) Current Year
|_|0031 Reference Personnel Mumbers || | £=] Choose
Direct selection
Infotype | s |
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Select Infotype “0021 Family Member/Dependents” (highlight)

PA3O0 - Maintain HR Masten Data - SAP NetWeaver Porta ows Internet Explorer provided by Personnel Cabinet
@'C_j - ‘27 https k.o, v‘ QJ wa | [#4] [ | ol
File Edt View Favorites Tools Help
x Google ‘ V‘:'Search - | More 3 _ SignIn 9 -

iz Favorites | 55 & | PHF-TRAIN powersd by KMi... @ Suggested Sites = Ky Personnel Intranst # | Upgrade our Browser ~

= »
7 PASD - Maintain HR Master Data - SAP NetWeaver Po... - 8 [ e v Page~ Safety - Tools - @ [

- Help | Log of J S
Serving the People Who Serve the People Self-Service Center

Image Connect Biller Direct Worklist Web Log Report KHRIS Reporting Edit ESS BN KM Content

PA30 - Maintain HR Master Data

Maintain HR Maszter Data
Exit |[ Cancel | [ Systam] | [ Creats |[ Change |[ Display |[ Copy || Dalimit || Delets |[ Ovanvisw |

L] | — =
By Personnel no

~ B Person Name Status Agtive

{H collective search|

Kentudkiy™

I Detailed MNavigation
EE group

Personnel area
EE subgroup

Benefits Only

Pers. subarea Board of Ed

KHRIS Transactions (i search Term

HRBEN0OO' - Enroliment i Free search i data | mm Time | Taxes | Planning Data

HRBEN0003 - Participation =

Monitor 1
* HRBENOO0G - Plan and infotype text M| FEIED

Participation Overview -_ 0021 Family MemberDependents 1 =f | (¢ Periad

HRBEN0014 - Termination of | |0031 Reference Personnel Numbers From [t |

Participation | |0041 Date Specifications v ) Today ) Currweek

HRBEM0015 - Confirmation | |0187 Health Plans 14 1Al ) current month

Form | |0188 Insurance Plans ¥— From cutt date ) Lastweek

HRBEM0073 - Health Plan 0170 Flexible Spending Accounts

Costs: | 0471 General Benefits Infarmation 14 To Surrent Date .
- HRBENOO74 - Insurance Plan [ |0219 External Organizations () Current Period () Current Year

o :DSTE Benefits Medical Information =l

HRBENOO73 - FSA

Contributions:

Direct selection
PA20 - Display HR Master

Inf 5T =
Data nfatthe ¥

PA30 - Maintain HR [>|E2 (400) P2

Done @ tnternet 4y v Hioom v
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Select “Create”

To add a child, select “2 Child” or select which dependent status applies to Employee (highlight). For
health insurance enrollment only, choose 1 Spouse; 2 Child; or 9001 Court-Ordered Dependent.

Click \/

= PA30 - Maintain HR Master Data - SAP NetWeaver Portal - Windows Internet Explorer provided by Personnel Cabinet

A d ‘27 https ey g, "‘ £ ‘ B4 X

File Edit ‘View Favorites Tools  Help

x Google ‘ V‘i.Search | More <~ signin 9 -

g} Favorites {5 | PHF-TRAIN powered by KM, (& suggested Sites = KY Personnel Intranet £ | Upgrade Your Browser =

= »
227 PASD - Maintain HR Master Data - SA4P HetWeaver Po... B v Bl ) mm - Page~ Safety - Tools - @@~ [

‘ ' _ N & ke B ' { 1z
PersonBel Cabiet ] Help | Log of KHRIS
Serving the People Who Serve the People Self-Service Center

Worklist Web Log Report KHRIS Reporting Edit ESS BN KM Content

Employee Self-Service [ Image Connect  Biller Direct

PA30 - Maintain HR Master Data
K0

Kentucky

| Maintain HR Master Data 1
Im |} [Back][ Ext][Cancel | [ System] | [ Create ][ Change |[ Display |[ Copy |[ Delimit | [ Delete |[ Overiew |

@Sunnueslurmfunue 0021 Family MemberiDependents™ (1) ] =
I Detailed Navigation + Search Criteria Status Active
* Welcome: IE:” ” ” | _ Benefits Only
* KHRIS Processes STyp Name | [2e81 Board of Ed
~ mKHRIS Transactions 1 Spouse -
* HRBENDDO1 - Enroliment o Divorced spouse s Planning Data
* HRBENDDO3 - Participation =
il Father =
Monitor
* HRBENODOG - Plan and 12 Morie
Participation Overview 13 Domestic Partner
* HRBENOO14 - Termination of 14 Child of Domestic Partner . To SeleCt de endent (S)
Participation 15 Registered Partner ! [®) p
* HRBEN0O15 - Confirmation 2 Child oy
Form 3 Legal guardian
* HRBENOO73 - Health Plan A Testator
;;Tal:rmuu [ P 3 Suzrdian =l O
" - insurance Fan 18 Entries found
Costs hoose
* HRBEM0O7S - FSA -
EILOTTS TTTECTSETECT

* PA20 - Display HR Master 7E
Infotype 5T
Data LE ! j

HlPA30 - Maintain HR [>[Eqz (400) F]

Done & Internet 4y - Hiow v
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In the “Start” (date field) enter the Employee’s Date of Hire

Enter Personal Data of Dependent (Name, Gender, Birth date and SSN)

£= PA30 - Maintain HR Master Data - SAP NetWeaver Portal - Windows Internet Explorer provided by Personnel Cabinet

P
z +. -
G~ T k.o ~[&] E 123
File Edit ‘View Favorites Tools  Help
x Google ‘ v‘i’Search - More 3> <~ signin 9~
¢ Favoritss | 505 | PHF-TRAIN powered by kMi... € Suggested Sites ~  KY Persannel Intranet & | Upgrade Your Browser =
e _ »
7 PAGD - Maintain HR Master Data - SAP HetWeaver Po... - 8 Sl @ - Page - Safety - Took - @@~ [

L s R e

Personnel Cabinet [ e

Serving the People Who Serve the People

KHR1S”

Self-Service Center

Employee Self-Service

Wielcome

Insurance Coordinator NCP1

Image Connect

Biller Direct Worklist

Vileb Log Report

KHRIS Reporting

Edit ESS BN KM Content

PA30 - Maintain HR Master Data History, Back Forws
(K1)
Create 0021 Family Member/Dependems
Kmt“(d-}?"’ym m 13 m Back |[ Exit|[ Cancel [ System ] ||| Previous record || Nex' —ooct flnmmine
R [1 ][ porsonne! mummm— e I =l
I Detailed Navigation F"‘“’Y EE group [ Esteffial- BN Personnel area 19002 Bafisfits Ol StafiisAttive
~ @@rerson EE subgroup 41|24 Mon-Paid  Pers.subarea 2001 Boardo ,
LS [ Collective searchl| Start £ <—1o li2iziio000 Enter Employee S date
* KHRIS Processes .
+ mKHRIS Transactions  search Term of hire
* HRBENODO1 - Enroliment U Free search Member Child a
+ HRBENODO3 - Participation
Monitor Personal data
* HRBENDOOG - Plan and Last name ]
AT Ovem.ew. First name ] Initials :l
* HRBENDO14 - Termination of e
Eam—— Tite ,_ g Enter dependent (s) name,
* HRBENOD15 - Confirmation Gender (O Female (e Male H
i st e o7 gender, birth date and SSN.
* HRBENOOT3 - Health Plan E
Costs
* HRBENO74 - Insurance Plan n >
Costs.
* HRBENOOTS - FSA
Contributions
- PA20 - Display HR Master L
Data =
1PA30 _Maintain He| P[Eq2 400)bx]

Dane & Internet iy - Hi00% v

Click “Save”

Click “Enter”

Use the same steps above if needing to add additional dependents.

Note: If Employee is selecting “single” coverage, this step is not needed if not adding dependent(s)
on health plan. BUT continue to next step to add Beneficiary Information for the Life Insurance plan.
(The same screens used to add dependents for the health plan will be same screens used to add
beneficiary information for the Life Insurance plan.) If Employee is adding an External Organization,
i.e. charitable organization as a Beneficiary, see page 31for instructions.

If the Employee has a disabled dependent, the Employee’s information only can still be processed,
BUT the application needs to be forwarded to the attention of Kimberly Dennis or Jeff Wiley at the
DEI Enrollment Information Branch to enroll the disabled dependent. The disabled dependent’s
information should not be entered.
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Adding Smoker Status

If Employee IS a smoker;
Click “Benefits tab”
Select Infotype “0376 Benefits Medical information”

Click “Create”

PA30 - Maintain HR Master Data - SAP NetWeaver Portal - Windows Internet Explorer provided by Personnel Cabinet

= | Z7 hitps

File Edt View Favorites

x Google

< Favorites

ZI7 PAGO - Maintain HR. Master Data - SAP NetWeaver Po...

Seli-Service Genter

I Detailed Navigation

Todls

ey gov,

Help
v 2 search - Mare >

S5 &) PHF-TRAIM powered by KMi... @ Suggested Sites = KY Personnel Intranet & Upgrade Your Browser =

Tools =

- B  pgm - Page - Safety -

Biller Direct

Maintain HR Master Data l

Cancel | [ System) | [ Create |[ Chanae || Display |[ Copy |[ Delimit][ Delate |[ Ovenisw |

Fersonnel no.
Find by

Processes
~ m KHRIS Transactions

HRBEN0001 - Enroliment
HRBENO003 - Participation
Monitor
HRBENO00E - Plan and
Pa ation Overview

* HRBENOO14 - Termination of
Participation
HRBEN0015 - Confirmation
Form
HREENOOT3 - Health Plan
Costs:
HRBENO0T4 - Insurance Plan

Costs

* HRBENOD73 - FSA
Contributions
PA20 - Display HR Master
Data

o

* PA40 - Personnel Ac

Search
* ZBNF002 - Benefits Policy

Name Status
~ §@Person =
EE group | External- BN Personnel area 2004
M Cotlective search heip EE subgroup 4124 Mon-Paid Fers. subarea 2881

i

[l Free search

Help | Log off|

Active
Benefits Only
Board of Ed

Basic personal data r Payro\lm Time r Taxes r Planning Data

Infotype text LT Period
| 0021 Family MemberDependsnts o ] &) Petiod
| |0031 Reference Personnel Numbers From To
| |0041 Date Specifications 14 ) Today C
| [0167 Health Plans 14 Al
| [0168 Insurance Plans ¥ — “ Frarm curr date
_U1TU Flexible Spending Accounts ~ To Current Date
0171 General Benefits Information 14 -
70219 External Organizations 2 Current Period
: 0278 Benefits Medical Informatian. d

Direct selection

Infityae 5Ty

) Currweek
) Current month
) Last week
_) Last manth
) Current Year

[>[EQz (400) Fa]

& Internet iy - H100% v
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Select “Smoker”

Change “Start Date” to hire date

£= PA30 - Maintain HR Master Data - SAP NetWeaver Portal - Windows Internet Explorer provided by Personnel Cabinet
s [z e kg0 v & [B][¢][x
File Edit ‘View Favorites Tools  Help

x Google v | 2 search ~ - More » <~ signin 9~
<l Favorites | 55 @] PHF-TRAIM powered by KMi... @ Suggested Sites ~ KY Personnel Intranet & | Upgrade Your Browser =
»[

ZI7 PAGO - Maintain HR. Master Data - SAP NetWeaver Po... ?-Rﬁ - B 5 pm - Page v Safety - Tools -

BillerDireeT

Create 0376 Benefits Medical Information
[ Back |[ Exit |[ Cancal | [ System,] || Fre C

zcord |[ Overview |

IKFHR1S” D ] et
- S Caies %;"@l—l—l‘@lil Personnal hic NN 2121212 Nane I

=
EN i -
I Detailed Navigation = ;av;ﬂ” area e .Z;%‘,Um . Ada‘»r;.iu,n.zfgdgm
£l 12! o 131/

[Hh Collective search help

* KHRIS Processes

i Search Term

«+—— Select smoker

+ mKHRIS Transactions
* HRBENDDO1 - Enroliment (B Free search
* HRBEN0DO3 - Participation
Monitor
HRBENDOO - Plan and
Participation Overview

* HRBENDD14 - Termination of
Participation
HRBENOD15 - Confirmation
Form
HRBEN0OT3 - Health Plan
Costs.
HRBENO074 - Insurance Plan

Costs

* HRBENOO73 - FSA
Contributions:
PA20 - Display HR Master
Data

.

* PA40 - Personnel

* ZAU_SSH - Social S
Search

* ZBNF0O02 - Benefits Policy

[>[EQz (400) Fa]

Dane: & Internet dg v w00k v

Click “Save”
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Adding Life Insurance Beneficiary Information

Note: IF dependent(s) were added for the health insurance plan and the same dependent is also a
Beneficiary for the life insurance plan, DO NOT add the dependent(s) again (i.e. child has already
been added under Infotype 0021 as a dependent for health coverage, and is beneficiary for life

insurance).

If you are not in PA30 Maintain HR Master Data, then select from menu on left

In the “Personnel No” field enter Employee’s Personnel No

Click “Enter” (verify Employee’s information)

T PA30 - Maintain HR Master Data - SAP NetWeave...

Personnel Cabinet
Serving the People Who Serve the People

My Benefits

PA30 - Maintain HR Master Data

Ketudkiy™

sPRIT.

I Detailed Navigation

- Termination of
- Confirmation

= HRBEN0OT3 - Health Plan
Costs

= HRBEM0OT4 - Ingurance Plan

8- FSA

Biller Direct

| Maintain HR Master Data

Enter Employee’s
Personnel No

|| menu] |} [Back |[ Exit |[ Cancel | [ System] | [ Create |[ Change |[ Display{ Capy |[ Delimit |[ Delete |[ Overview |
T I 4

Fnc!bym [L]=] =4 Personnel na. I ||
I
v @@ Person Name :| —
) EE group ﬂ External - BN Personnel ares 0004
[k Collective search el EE subgroup £|24 MNon-Faid Pers. subarea 2001

{H} search Term
{H} Free search

Basic personal data

Status

Active
Benefits COnly
Board of Ed.

Payroll r Benefits i Time I Taxes r Planning Data

Infotype text L Period
0000 Actions o ~| | () Period
:0001 Oraanizational Assignhment "4 Eram |T0 |
| [0002 Personal Data o ) Taday O Currweek
| |DO06 Addresses o v | | S () Current maonth
| Plan.nedWDrkmg UIHE v () From curr.date ) Lastweek
0008 Basic Pay (¥4
T . -:_:- To Current Date -:_:- Last month
loo1g il sk ) Current Period ) Current Year
| |0031 Reference Persannel Mumbers ﬂ | b=] Choose
Direct selection
Infatype | =Ty ’—|

Select “Benefits” tab
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Select Infotype “0021 Family Member/Dependents”

Infotype 0021 is used to add beneficiary
information for an Employee with a single plan,
OR to add additional dependents (i.e. spouse)
that was not added for the health plan (i.e.
Employee wants child covered on health plan as
a parent plus BUT wants to add spouse along
with child for beneficiary for life insurance plan.)

Select “Create”

= PA30 - Maintain HR Master Data - SAP NetWeaver Portal - Windows Internet Explorer provided by Personnel Cabinet

D v | [+
@.\_/‘ v [z heps .o, 8 [[B][4][x
File Edit ‘Wiew Favorites Tools  Help
x Google ‘ V‘ilﬁear(h ~ | Mare > _ SignIn -
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Select “1 Spouse, 2 Child, or 9003 Other Beneficiaries” (highlight)

Click \/

{= PA30 - Maintain HR Master Data - SAP NetWeaver Portal - Windows Internet Explorer provided by Personnel Cabinet
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File Edit ‘View Favorites Tools  Help

x Go glz‘ v 2 search - -

Mare 3> _ SignIn A -
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In the “Start” date field enter the Employee’s Date of Hire

Enter name, gender, birth date and SSN of Beneficiary

£= PA30 - Maintain HR Master Data - SAP NetWeaver Portal - Windows Internet Explorer provided by Personnel Cabinet
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Click “Save”

Use the same steps above if needing to add additional beneficiaries.
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Creating an External Organization as Beneficiary

Note: This transaction is to be used if an Employee wants to have an External Organization (i.e. trust

fund, charitable organization) without designated dependents/others as a Beneficiary for life
insurance benefits.

If you are not in PA 30 Maintain HR Master, select the transaction from menu on left

0 - Maintain HR Master Data - SAP NetWeaver, Portal - Windows Internet Explorer provided by Personnel Cabinet
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In the “Personnel No” field enter Employee’s Personnel No

Select “Benefits” tab
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Select Infotype “0219 External Organizations” (highlight)
Click “Create”

PA30

Maintain HR Master Data - SAP NetWeaver Porta ows Internet Explorer provided by Personnel Cabinet
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In “Start” date field, enter Employee’s signature date (from application)

Under the “External organization” box, (use the drop down menu) select either charity organization or

trust fund
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Enter all required information

et Explorer provided by Personnel Cabinet
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Note: Use the drop down box for the “Country Key” field. Select USA. This needs to be done prior

to selecting the Region/State.

Click “Save”
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After creating “Infotype “0219 External Organizations”, the below screen will appear

Note: The message “Record created” will display at the bottom of the screen.
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Step 4: HRBENOOO1-Enrollment (select from menu on left)

In the “Personnel No” field enter Employee’s Personnel No (number was assigned to Employee in PA
40)

Select “Calendar”, enter Signature Date (Note: If signature date precedes the hire date, THEN use
the hire date in this field).

Click “Select”
Highlight New Participant

Click “Get Offer*

Z™ HRBEMOOO1 - Enrollment - SAP NetWeaver Portal

' v o . ’
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Note: HRBENOOO1 uses the date entered to validate that the Employee signed his/her contract
within the allotted 35 day period. If the signature date is outside of the 35 day period, the
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HRBENOOO1 transaction will not allow you to enroll the Employee for benefits. This is one of the few
enroliment “checks and balances” that KHRIS provides.

Select “Medical” (select health insurance plan selected by Employee)

2 HRBENOOO1 - Enroliment - SAP. NetWeaver, Portal - Windows Internet Explorer provided by Personnel Cabinet
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Select “Dependent Coverage” (for this example, Employee added son) — choose Parent Plus (if
single, just click “Accept”)
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Select “Dependent (s)”
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Enrolling into Life Insurance

To enroll in the Life Insurance Basic AD&D and Optional (if applicable), continue on same screen

Select “Basic Life AD&D”
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Select “Accept’
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Select “Optional Life’/“Dependent Life” (if applicable). Only do this step if needed. If not needed, go
to page 63 to complete enroliment for Health/Basic Life AD&D and FSA benefits (if applicable).
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Click “Accept”

Enroliment - SAP NetWeaver Porta
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Enrolling in Flexible Spending Accounts (Note: Enrolling into Healthcare FSA/Dependent Care
FSA is a cost to the Employee)

Select “Healthcare FSA/Dependent Care FSA” (if applicable). Only do this step if needed. If not, go
to page 63 to complete enrollment for Health/Basic Life AD&D benefits.
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Choose Healthcare FSA if the Employee has elected this benefit.
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In the “Contribution” field, enter the full annual amount selected by the Employee
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Click “Accept”
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Choose Dependent Care FSA if the Employee has elected this benefit

Only do this step if needed. If this step is not needed, go to page 63 to complete enroliment for

Health/Basic Life AD&D benefits.
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In the “Contribution” field, enter the full annual amount selected by the Employee
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Click “Accept”
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Select “Enroll”
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Select “Enroll”
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You will receive acknowledgement “Enroliment completed successfully’
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Select “Continue”
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Designating Beneficiary(ies) into Life Insurance Plan (s)

On the same screen, enter Beneficiary information

Select “Life Beneficiary Chg” (highlight)

£= HRBENOOO1 - Enroliment - SAP NetWeaver Portal - Windows Internet Explorer provided by Personnel Cabinet
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Note: Does your Employee know? If a death occurs and a minor (a person not of legal age) or the
insured’s estate is the Beneficiary, it may be necessary to have a guardian or a legal representative
appointed before any death benefit can be paid; this means legal expenses for the Beneficiary and
delay in the payment of the insurance. Please advise Employee to take this into account when
naming a Beneficiary.

Percentages must be designated for the beneficiary(ies).
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Select “Get Offer”
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Select “Basic Life and AD&D”
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Select “Beneficiaries tab”

£= HRBENOOO1 - Enroliment - SAP. NetWeaver Portal - Windows Internet Explorer provided by Personnel Cabinet
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Enter percentage (%). Beneficiary (ies) may be designated as a contingent Beneficiary by checking
the contingent box.

0 Internet

Click “Accept”

Click “Optional Life/Dependent Life”, (if applicable) and repeat steps for Beneficiary information. If this
step is not needed, continue with enrolling a new hire.
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Note: If Employee had named dependent/other Beneficiary and also wanted an External
Organization to be a Beneficiary, then each Beneficiary needs the designated amount (amounts have
to equal to 100%; or one can be selected as a contingent Beneficiary).

The Employee must associate a percentage with each individual he/she selects as a beneficiary. If
not, the individual(s) will not be added on the life insurance plan as a beneficiary. Also, the total
percentage must equal 100%. The Beneficiary percentage must equal 100% and the Contingent
percentage must equal 100%. Finally, only whole numbers can be used.
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Click “Accept”
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Click “Enroll”

@Ev = hieps k.o Y ENEES

File Edit ‘View Favorites Tools  Help

x Google ‘ Search = - Mare - SignIn 9 -

S Favorites | 53 @ | PHF-TRAIN powered by khi'.., @ Suggested Sites = Ky Personnel Intranet £ | Upgrade Your Browser ~

— — »
‘E?HREENDDD[-Er\mHment-SAP NetWeaver Portal | ‘ M Bl ) mm v Page- Safety - Tools~ @@~ [
P o 1 =
@ P ers X ; ; ; _ Sl
x.n Pl Who Sell-Service, Center.
Billler Direct
HRBEN00M! - Enrolimsnt | s, o

- | Enroliment

ntudky™ | I
WP Direct seleotion | ][] r5)  [(Enecl
| ostevea navigaton i Hene I

= Persanelra [ |
" Offer ssiecton
el 10 nurrber [ | {3 Getofter [ 3 Print form | [ 3 General Notice |[ |
fi [Enroliment period |
e EEEIREE

01/01/1800 - 12/31/5599

Life ary Chg
I = [ @ Envol [ Costs ][ Urco ==ection | [ [/ ]
Flan |Status  Validity paried Activi...
a 1008/2011 - 1231/5839. W
- =P = Cptersl Lie
- op @ 100u2011 - 12/31/3885
oo
ZENF n . -
‘ I [

& Internet Gy v HTS% v

Enrolling a New Hire Page | 58



Click “Enroll”
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After enrolling the new hire, you will get a message “Enroliment completed successfully”
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Select “Confirmation”
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Change output device to ZPDF (must type-no drop down box) then select “Print Preview” — Print
pages and give copy to Employee.

= HRBENOOO1 - Enrollment - SAP NetWeaver Portal - Windows Internet Explorer provided by Personnel Cabinet
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Employee Demoqgraphic Updates/Corrections

This transaction will allow you to correct and/or update the Employee’s demographic data such as
names, gender, social security number, birthday, marital status and address. Any corrections for
dependents are to be sent to the Enrollment Information branch.

Step 1: PA 30 Maintain HR Master Data (select from menu on left)

In the “Personnel No.” field, enter Employee’s Personnel No. or use the search options to find
Employee’s Personnel No.

Click “Enter” (verify Employee information)

Select “Basic personal data” tab

= PA30 - Maintain HR Master Data - SAP NetWeaver Portal - Windows Internet Explorer provided by Persannel Cabinet
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Select Infotype “0002 Personal Data” (highlight)
Click “Change -if you are correcting an error
Click “Copy” -if you are updating information

Note: Only chose “Change” if you are correcting data that has been wrong since the Employee’s
initial entry into KHRIS. If you are updating a name due to a name change, make sure the Employee
has a new social security card reflecting the name change. If you are correcting information and
clicked “Change”, do not change the “Start Date”. If you are updating the information, enter today’s

date in the “Start Date” field. Update any applicable demographic data. Use “Copy” to update
address.
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If you are correcting information and clicked “change”, don’t change the “Start Date”. If you are
updating (click “copy”) the information, enter today’s date in “Start Date” field. Make necessary
changes or updates to the applicable demographic data.

In this instance, marital status was updated and a middle name was added. “Copy” was used.

{= PA30 - Maintain HR Master Data - SAP NetWeaver Portal - Windows Internet Explorer provided by Persannel Cabinet
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For address changes/updates, select Infotype “0006 Addresses” (highlight)

Select “STyp 1 Permanent residence” (from pop-up box)
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{= PA30 - Maintain HR Master Data - SAP NetWeaver Portal - Windows Internet Explorer provided by Personnel Cabinet
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Click \/ and make updates/corrections
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Note: If there is not a telephone number listed you can enter it during this transaction. The first
telephone number listed should be the primary phone number. If Employee has multiple numbers to
enter, use the “Communications” area to enter multiple numbers Use the drop down menu next to

“Type” field. If applicable, enter extension for work numbers. Repeat this step if needed to add
additional phone numbers.
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Enter “County code” (use drop down box) and make sure it matches the zip code listed; if it does not
match you will get an error.
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Click “Save”

PA30 - Maintain HR Master Data - SAP NetWeaver Portal - Windows Internet Explorer provided by Personnel Cabinet

@\:_,v [ tates Ky gov <1 & | ) %] | ol

File Edit Wisw Favorites Tools  Help

i Favorites | 5 P Googe £ = Ky Persannel Intranet & | =

»

55|~ | Ky Kentucky: Persannel ... | € Contack Center - Ma... € KYEASCCS02 Skanda... | K KVEASCCS02 KYEAS.. | (€ Kentucky Retirement. .. |7 PA3D - Maintain ... X | G- 8 = = - Page~ Safety - Took - @+

Help | Log off|

e ——— Image Connect  Workist ~ WebLogReport  KHRIS Reporting
I Welcome
-| | Copy 0006 Addresses
13 Exit || Cancel | [ System,] || Previo |[ Mext |[ Overview |
S-S, Coalas Find by ‘[I:I:I‘ Personnel No 233709 Name Goofy Dawg
99999999 B iti
I Detailed Havigation v @@Person Fasition Integration: default position
Status Active
B Collectve search help Stat  [p2/15/2012] to  [12/31/9888]
(K} search Term
fHl Free search Address
Address type Permanent residence e}
! Care Of ‘
Address line 1
Address line 2
Citylcounty
= HRBENDO1S - Confirmation Stateizipcode 40515
Form Country Key | g
Health Plan Telephone Number
Communications
074 - Insurance Pk Mooa |
neurance Fan Tyne Number|592 |564-0806 |Exte 1234
Type l:l MNumber Exte
Type l:l MNumber Exte
Type I:l Mumber Exte
Additional fields
County code 834 | Fayette
Heaith Post Tax
Participants
Plan Ut
<] [>[Eca 400) 5]

J/ Trusted sites Fh v RI00% v

Click “Enter” to acknowledge the message at the bottom

Transaction Complete
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Terminating Participation

Step 1: PA20 Display HR Master Data (select from menu on left)
Note: This step is to VERIFY information only.

Display HR Master Data - SAP NetWeaver Portal - Windows Internet Explorer provided by Personnel Cabinet
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Done & miemet 4y - Hioow -

Enter Personnel No. of Employee in the Personnel No. field (if you are unsure of the Employee’s

Personnel no, you will need to do a Social Security Number search using ZAU_SSN- Social Security
Search as directed in Step 1 on Page 8 of this User Guide.

Click “Enter”

Verify this screen to make sure Employee information is correct
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On the same screen, select the “Benefits” Tab

isplay HR Master Data - SAP NetWeaver Portal - Windows Internet Explorer provided by Personnel Cabinet
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Done

@ Inremet 7 | ®iow -

Click on “0167 Health Plans” then after checking the health plan, Click on “0168 Insurance Plans” to
check the life insurance plan, and click on “0170 Flexible Spending Accounts” to check flexible

spending accounts.

Click “Display”
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(2 PA20 - Display HR Master Data - SAP NetWeaver Portal - Windows Internet Explorer provided by Personnel Cabinet
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Note: The above steps are to make sure you have the correct Personnel No. and to verify that the
health and life plans have not been terminated. You can also repeat these steps for “0168 Insurance
Plans and 0170 Flexible Spending Accounts”. If the plan has been terminated and all information
(dates) are correct, then nothing needs to be done. If you are sure of the correct Personnel No. and

the plans have not been terminated, then you can skip this step and go to Step 2.

Terminating Participation

Page | 71



Step 2: PA 40 Personnel Actions (select from menu on left)

> PA40 - Personnel Actions - SAP NetWeaver Portal - Windows Internet Explorer provided by Personnel Cahinet
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Enter the Personnel No.
Click “Enter”

Verify that you have the correct Employee
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In the “From” field enter the day AFTER last day of work (i.e. if Employee’s last day of work is

11/01/11; you will enter 11/02/11)

{2 PA40 - Personnel fictions - SAP NetWeaver Portal - Windows Internet Exploren provided by Personnel Cabinet
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Select “End Participation” (highlight)

Click “Execute”
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Copy 0000 Actions

At this screen, you will NOT enter any information. The day AFTER last day worked will populate in
the “Start” field.

Click “Save”

Click “Enter”

> PA40 - Personnel Actions - SAP NetWeaver Portal - Windows net Explorer, provided by Personnel Cabinet
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Copy 0001 Organizational Assignment

At this screen, you will NOT enter any information. The day AFTER last day worked will automatically
populate in the “Start” field.

Click “Save”

Click “Enter”

> PA40 - Personnel Actions - SAP NetWeaver Portal - Windows net Explorer, provided by Personnel Cabinet
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Step 3: HRBENOO14 Termination of Participation (select from menu on left)

Enter Personnel No.

Go to the calendar selection and enter last day worked (i.e. last day of work is 11/01/2011)

(= HRBENOO14 - Termination of Participation - SAP MetWeaver Portal - Windows Internet Explorer provided by Personnel Cabinet
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Click “Select”
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Click on “Expand” — This will allow the date information to be seen to make sure termination dates are
correct

n of Participation - SAP NetWeaver Portal - Windows Internet Explorer provided by Personnel Ca
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Click “Select all” this will select all health and life plans for termination.

Select “Stop participation”

ination of Participation - SAP NetWeaver Portal - Windows.

ternet Explorer provided by Person
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Select “Stop participation”
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Click \/
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To verify that health plan, life plans and flexible spending accounts have been terminated; go back to
PA 20 Display HR Master Data (select from menu on left)

In the Personnel No. field enter Employee’s Personnel No.

Click “Enter”

(= PA20 - Display HR. Master Data - SAP NetWeaver Portal - Windows Internet Explorer provided by Personnel Cabinet
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Select the “Benefits” tab

Click on “0167 Health Plans” then after checking the health plan, click on “168 Insurance Plans” to
check the life insurance plan, and then if applicable, click on “0170 Flexible Spending Accounts” to
check any of the flexible spending plans

Click “Display”
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dows Internet Explorer provided by Perss
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The “To” date will be the last date of coverage (termination)
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Reinstating Benefits With No Break in Employment For a Rehire

Note: This process is used for Board of Education Insurance Coordinators who are reinstating an
Employee’s benefits with no break in employment. This transaction is for a Rehire, not a transfer that
is coming from another school board. The assumption is that the Employee has been an Employee
with the school board and the benefits have been inactivated. This process will bring the Employee
back to the school board with no break in employment (i.e. Employee’s coverage ended on 08/31as a
summer extension. Contract renewed and coverage will begin again on 09/01.) If the Employee
participated in a cross-reference plan, please send the update to DEI Enrollment Branch and Life
Insurance Branch.

Step 1: Select PA40-Personnel actions (select from menu on left)

[ | Personnel Actions
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S Gl [ e |
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In the “Personnel no.” field, enter Employee’s Personnel No.

In the “From” field, enter the date after the day the Employee was terminated in KHRIS (i.e. Employee

was terminated 09/01, enter 09/02)
Click on “BN-Rehire” to highlight

Personnel
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 Trusted sites

Gy v Em100% <

Click “Execute”

no

Note: Very little information is to be changed on the next few screens, unless there is an update.

These screens are for verification purposes.
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Copy Actions 0000

In the “Reason for Action” field, choose B6 BN-Rehire 01 0 Days Break (from drop-down menu)
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]

.

Special payment Mo special payment

Organizational assignment
= PA20 - Display HR M

= PA30 - Maintain HR Position 9999939

Personnel area 084 Bgmﬂ?\

©

=1

Employee group El External - BN Enter 99999999
Ermployee subgroup E 24 Man-Paid (a'ways)

Additional actions
Start Date |Ac1 |A:1\onType |A:tR ‘Reasnnmradmn
-]

Plan Utiiization
006 - Plan Change History

010 - Display F -
[ |

[>|Eca 00

J Trusted sites iy v E00n -

In the “Position” field, enter 99999999 (always)
Click “Save”
Click “Save”
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Copy 0001 Organizational Assignment

Click “Enter” (twice) until message at bottom states “Save your entries”

Employee Self-Service
Welcome

1 - Enroliment

Participation

nination of

onfirmation Form

Manager Self-Service

dinator

Image Connect Worklist

Organizational Assighment

Web LogReport  Employee Suggestion System  KHRIS Reporting

|k [save |[ Back || Exit |[ Cancel | [ System] | [ Previous record |[ Next record |[ Owerview |[ Ora Structure |

234606 Name

Personnel ho

Test | Mister

L ®Bdsrmal-BN
EE subgroup 4124 Mon-Paid
Start 6/02/2012 ) Tho

EE group Personnel area

Pers. subarea
[12/31/9988]

Enterprise structure

Q@84 | Benefits Only

2881 Board of Ed

Status  Active

CoCode COMK|  Commonwealth of Kentucky
Pers area 0884 Benefits Only Subarea Board of Ed
Cost Cr 9200108161 Estill Co BOE Bus. Area 1088 Commonwealth of Kentuck,
Func. Area |
Personnel structure
EE group External - BN Payr.area MNon-COMK Paid
EE subgroup 24 Non-Paid Contract =]
Qrganizational pla
Fosition Integration: default posi
Org. Unit 00161
Estill County Bd of Ed
[@ Save yourentries 4—

BEE

f Trusted sites

3 -

#100%

Click “Save”
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Copy 0002 Personal Data

Note: No information is to be entered on this screen, unless changes are needed.

Employes Self-Service  Manager Seff-Servics

Welcome

N

Image Connect  Workist  Web Log Report

| copy 0002 Personal Data

Employes Suggestion System

IKHRTS”

I |b [Save |[ Back |[ Exit|[ Cancel | [ System, | [ Previous record |[ Next record |[ Ovenview

Selt- Service Center.

Personnel Mo 234606

Name est | Mister

I Detailed Navigation

Position
Ol

Status Active

099999999| Integration: default position

Start |6/e2/2812] 1o [12/31/0008]
Name
Lastname Test
Firstname Mister
Middle name
Suffix
Name ITEEI,MIEIE!I
HR data
55N Gender
Date of Birth ) Female (&) Male

Contributions 7@“9%98 ——

HR Master Data
Data Marital Status  |Single B

) Unknown

KHRIS Reporting

@ Record created

I>[Eca (400) )

/" Trusted sites

L

# 100%

Click “Save”
Click “Enter”
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Copy 0006 Address

Note: No information is to be entered on this screen, unless changes are needed.

Click “Save”

Welcome

I Employes Self-Service

Manager Self-Service

|('H"Rg,@§'>

Selt- Service, Genter.

Detailed Navigation

- Confirmation Form
- Health Plan Costs

- Insuran

ontriby
Display HR Masts

Image Connect  Workist ~ Web LogReport  Employee Suggestion System  KHRIS Reporting

| copy 0006 Addresses

[Menu] |b [Save |[Back |[ Exit|[ Cancel | [ System ] | [ Previous record |[ Next recard |[ Overview

Personnel Mo 234608 Name

est | Mister

Permanent residence =]

Position 09999999  Integration: default position
Status Active

Start [p6re2/2012] to  [12/31/9989]
Address

Address type

Care Of

Address line 1

123 Easy Street

Address line 2

Additional fields
County code

Citylcounty Frankfort ‘

Statefzip code E Kentucky
Cauntry Key USA -]

Telaphone Murmber |50z [555-5555

Communications

Type l:l MNumher Exte ]

Type I:l Murnber Exte ]

Type I:l Murnber Exte ]

Type I:' Murnber Exte

@37 | [Franklin

@ Record created

HESE]

J Trusted sites

¥a v Ri0%

Click “Enter”
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Create 0105 Communication

Note: No information is to be entered on this screen, unless changes are needed. If Employee does

not have an email address, select next record. If Employee chooses to add an email, add the email
address.

Click “Save”

Employes Self-Service  Manager Seff-Servics
Welcome

Image Connect  Workist ~ Web LogReport  Employee Suggestion System  KHRIS Reporting

| C0py9l6 Communication Select next record if
l(l@ I |F [save |[ Back || Ext |[ Cancel | [ System | [ Previous record |[ Next recard HM Em |O ce has no
Sl S0 Gl Personnel Mo | 234608 Nane Test , Mister p Y
ctailed Nevigation Position 09999999  Integration: default position ema|| address
1 Status Active
=
Start jpero2r2012] to  [12/31/9909]

0105 Communication

Type  [0010] Emai

ID/number |MISTERTEST@TEST.EDM

Participation Ov
* HRBENOO14 - Termination of
Participation

endent Search

Daily Enroliment

[@ Record created HESE]

J Trusted sites 5 | B0 -

Click “Enter”
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Copy 0008 Basic Pay

Note: No information is to be entered on this screen, unless changes are needed.

Click “Save”

Image Connect

Employes Self-Service  Manager Seff-Servics
Welcome

| copy 0008 Basic Pay

Workist  Web Log Report  Employee Suggestion System  KHRIS Reporting

I | [save |[ Back || Ext |[ Cancel | [ System | [ Previous record || Next record || Overview |[ Salary amount || Payments and deductions

Personnel Mo 234608 Name

Test | Mister

EE group g External- BN Personnel area @l Benefits Only Status  Active
EEsubgmup 41 24 Mon-Paid  Pers subarsa  2081)  Bnard ofEn
Start 06/02/2012| to  [12/31/9999]
Subtype Dﬂaswc contract
Pay scale
Reason | ] Cap.util.lvl
PS type 99| Non-Paid WikHrstperiod
PS Area 29| Maon-Paid
FS group NON-PAID |Level (01 Ann.salary usD
Wa. MageTypeLnngTeﬂ ‘ }Amuum |Curr |I | ‘Numberlumllumt
8002 Salary (Quasi) usDz | |lvl -~
usD3 ]
usD3 [N
uspz| ]
usD3| |
usp3| |
usD3 ] Jj
Il [
ard
1v p6/11/2012]- [12/31/9888 [4][p]] 0.0 [UsD3 |

@ Record created

HESE]

J Trusted sites

L

#100%

Click “Enter”
Click “Enter”
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Copy 0171 General Benefits Information

Note: No information is to be entered on this screen, unless changes are needed.
Click “Save”

Employes Self-Service  Manager Seff-Servics
Welcome

Image Connect  Workist ~ Web LogReport  Employee Suggestion System  KHRIS Reporting

| Copy 0171 General Benefits Information
l(l‘@ I |¥ [save |[ Back || Ext |[ Cancel | [ System | [ Previous screen || Next screen |[ Ovenview
LG

Seli- Service, Center.

Personnel Mo 234606859 -60-8227 |Name est , Mister

BN
I Detailed Navigation = Payollarea  BN|  Orgunit  Estill County B of Ed
| 06/02/2012| to  [12/31/9999]

0171 General Benefits Information

Benefit area El Comm of KY

15t Program Grouping 9002 | NP HIthHRAFSALife
2nd Program Grouping @' Transfer Mo Break

Contributions
Rk er Data

Additional fields
"I Hazardous Duty

[ Cross-Reference

[ DualiRetiree Retumed to Work

@ Record created

I>[Eca (400) )

/" Trusted sites g v RI00% -

Click “Enter”

Note: The next screen will take you back to the beginning of PA 40 -Personnel Actions Screen.
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Step 2: Select PA30-Maintain HR Master Data (select from

Employes Self-Service

Welcome

= HRBENQOOT - Enroliment

= HRBENOOD3 - Parficipation
Monitor

= HRBENQOOS - Plan and
Participation Overview

= HRBEN0014 - Termination of
Participation

= HRBEND015 - Confirmation
Form

= HRBENQO73 - Health Plan
Costs.

= HRBENOOT4 - Insurance Plan
Costs.

= HRBENQOTS - FSA
Contributions

* PA20 - Display HR Master
Dala
HPA30 - Maintain HR

= PA40 - Personnel Actions

menu on left)

Image Connect  Workiist

| Maintain HR Master Data

b [Back|[Exit|[ Cancel
5 [ R I Y

Find by
~ GBPerson

M collective search help
H search Term
i Free search

| [ create |[ change |[ Dispiay |[ Copy |[ Delimit || Delete |[ overview

Personnel no [

EEN B EE - Payroll |~ Benefits  Time  Taxes (F

infotype text [T Period
| |0000 Actions | | @ Period
7UUUT QOrganizational Assignment From To
[ |o002 Personal Data ~ Today ) currureek
[ |0006 Addresses R 7 Current manth
[ [0007 Planned working Time ~ From eurr date & Lol
0008 Basic Pay -
o000 Bank betas O To CurentDats ) Lastmonth
7 ) Gurrent Perind ) Gurrent Year

|__[0019 Monitoring of Tasks
| |0031 Reference Personnel Numbers

Direct selection

Infotype

-

sty |

P[eca ool

J/ Trusted sites

fy v H100%
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In the “Personnel no.” field, enter Employee’s Personnel No.

Click “Enter”

Wanager Self-Service Image Connect  Workist ~ Web LogReport  Employee Suggestion System  KHRIS Reporting

Employes Self-Service
Welcome

- | Maintain HR Master Data
I b [Back ][ Exit | Cancel | [ System] | [ Create |[ Change |[ Display |[ Copy |[ Delimit |[ Delete |[ Overview |
(E[=] @] (=2

Sell- Service, Center,

Patsonhel no 234808

= Test . Mist 4
I Detailed Navigation + @BPerson Hame est , Mister Status
EE group [| External - BN Fersonnel area

[l collective search help

EE subgroup 41 |24 Mon-Paid Pers. subarea

Enter Employee’s
Personnel No.

A

Benefits Only
Board of Ed.

0019 Monitoring of Tasks

:0031 Reference Personnel Numbers |

Direct selection
Infotype

sTy [ |

ord

2 - Health Post Tax

[l search Term
01 - Enroliment fHi Free ssarch Basic personal data [l el N | Time , Taxes , Planning Data
- Participation
b Infotype text Period
- Plan and (®) Petind
nal As:
14 - Termination of H g From To
| |0002 Personal Data aday Currweek
- Confirmation L SR s I Current month
0007 Planned Working Time =
ooos & P rom curr.date ) Lastweek
. - asic Pay N N
- Health Plan ] -~ \
0009 Bank Details - To Current Date : Last manth
] ) Current Petiod ! Current Year

HESE]

J Trusted sites 5 | ®100%

Note: Verify Employee’s Information

Click “Benefits” tab
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Select Infotype “0167 Health Plans” (to highlight)

Employee Self-Service
Welcome

PN

IKFRAS”

B LLL L
Sell- Service, Center,

I Detailed Navigation

Enroliment
Participation

Plan and

Wanager Self-Service

| Maintain HR Master Data

Image Connect

Workist  Web Log Report  Employee Suggestion System  KHRIS Reporting

| [Back |[ Exit ][ Cancel | [ System |
[BIIEE] =2l

Find by
~ @@ Person

[ collective search help
{l search Term
[l Free search

Personnel no.

Mame ~ [Test , Mister
EE group
EE subgroup

Change || Display || Copy || Delimit || Delete || Overview
234606 x|

Status Active
L| Exernal- BN

4124 Non-Paig

Personnel area Benefits Only

Board of Ed

Pers. subarea

Basic personal data Paymlm Time , Taxes , Planning Data

Infatype text | Period

| |0021 Family MlemberDependents e Period

| |0031 Reference Personnel Numbers From To

| |0041 Date Specifications 14 Today ) currwaek
Pl s Bl v All ) Current manth
0168 Insurance Plans v | X N

— 3 ) From curr.date ' Lastweek
0170 Flexible Spending Accounts

u To Current Date ) Last month

0171 General Benefits Information 14
0219 External Organizations Culmel e

| |o376 Beneiits vedical = T=] Choose

Current fear

Direct selection

[ -2

Infotype

I>[Eca 400

 Trusted sites

R S L

Click on “Copy”
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In the “Start” box change the date to the day after the coverage was ended; (example coverage
ended 5/31/2012, enter 06/01/2012)

In the “To” date box, change the date to be 12/31/9999

Employee Self-Service  Wanager Self-Service rNCP Image Connect  Workist  WebLogReport  Employee Suggestion System  KHRIS Reporting
Welcome
o | Change.?ﬁ? Health Plans

'(F"?:‘i-rs/ E |} [ save |[ Back || Exit || Cancel | _SyatemJ | [ Previous record || Next record || Ovenview |
Solt-Servics, Gontar, i 3 1 =2 PersonnelMa | 2jos|sse-60-5227 [ Test , mister |
in:
BN i
I Detailed Navigation ~ @@Person Payrall area g.unit Exstil ity Bd of Edf
Start B/01/2012 0 12/31/9989| Chng [06/11/2012 |MHRA289
ome M Collective search help
octions [l search Term Plan 562 cw capitgChoice Change “Start”
B s ——-—==_ | date t0 06/01/2012
» HRBENDODO3 - i Plan data Administration |, Costs ; Dependents ~~~adgitional data
)
ontor . Change “to” date -
* HRBENODOS - Plan 2
General plan data
w ener P b et 12/31/1999
* HRBENDD14 - Termination of Jenefarea  Ejoommo
Partici Flan tpe AB01 |Medical
* HRBENOD15 - Confirmation Benefit plan AS02 | CW Capital Chaice
Form Health Plan Option 0BE1 [KEHP
* HRBENOOT3 - Health Plan Dependent Coverage 9801 |Single
Cosls
* HRBENOOT4 - Insurance Plan
Costs Flanning Parameters
- HREENOOTS - FSA Cost Rule Yariant 0081 |Single
Contributi
+ PA20 - Display HR Master
71
History
+ ZBNRO10 - Display FSA =] [>[Eca 4o0) ]

/" Trusted sites Fa v 10w -

Click “Save”

Note: The next screen will take you back to the beginning of PA 30 —Maintain HR Master Data
Screen.
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Note: This is for the Basic Life AD&D plan. If the Employee has additional insurance plan besides the

Basic Life, this step would need to be repeated

Click on “Infotype 0168 Insurance Plans” (to highlight)

Employee Self-Service  Manager Self-Service

Image Connect  Workist  Web Log Report
Welcome

Employee Suggestion System

KHRIS Reporting

0170 Flexible Spending Accounts

0171 General Benefits Information 14
_0219 External Organizations

|_|0378 Benefits Medical Ir |

alth Plan

074 - Insurance Plan

5 | Maintain HR Master Data 1
'(l“i@ I |b [Back |[ Ext |[ Cancel Syslen]J \ Change || Display || Copy || Delimit || Delete || Ovenview
Sl S, Conla IF:(!;M:I:I:I‘ Persannel no. 234606 |
N
I Detailed Navigation ~ @@Person Name Test , Mister | Status Active
EE group El External - BN Personnel area Benefits Only
i Collecive search nelp EE subgroup 41 24 Non-Paid Pets. subarea Board of Ed.
{h search Term
[l Free search Paymlm Time | Taxes ; Planning Data K=
L Infatype text | Period
| |0021 Family MlemberDependents i~ (e} Period
- 0031 Reference Personnel Numbers Erom To
mination o —
1 | _|0041 Date Specifications 4 ) Today ) Currweek
5 Confirmation Sl e v Ol ) Gurrent manth
0168 Insurance Plans v — | A -

rom curr.date
0 Current Date

O Lastweek

2 Current Period J Current fear

=] Choose

Direct selection

Infatype 0167 Health Plans 5Ty

- Health Post Tax

Plan U

Plan Change

@ Record created

BEEE]

 Trusted sites

4 v H100% v

Click “Copy”
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In the “Start” box change the date to the day after the coverage was ended; (example coverage
ended 5/31/2012, enter 06/01/2012)

In the “To” date box, change the date to be 12/31/9999

Image Connect  Workist ~ WebLogReport  Employee Suggestion System  KHRIS Reporting

Employee Self-Service  Manager Self-Service
Welcome

o | Change.lsa Insurance Plans
N

'(H'ﬁ‘s/ u) |} [ Save |[ Back || Exit|[ Cancel | [ System,] | | Previous record || Next record || Ovenview |
i Je L

S oo ] [ e

Find by Personnel Mo Fm rm‘
I Detailed Navigation - @Person Fayroll area Org.unit  Estil Bd of Ed Change “Start" date
Start 06/01/2012 731/9999 | Chng |06/11/2012 |MHRO289
me [l Collective search help 2 nd to 06/01/2012
[ search Term Plan EEEIE Life and AD&D Change “tO" date -
Enroliment [l Free search 12/31/1999
Participation Administration | Insurance cov. , Costs , Beneficiaries

General plan data

P Benefit area EComm of Ky
Plan type BBO1 |Basic Life AD&D
Confirmation Benefit plan B501 |Basic Life and AD&D
Insurance Option 9801 20,000
ealth Plan
Planning Parameters
Coverage Variant 0801 | Standard

Cost Rule Variant

Health Post Tax

lan Utilization

ian Change

[~] [>[Eca @oo) ke

/" Trusted sites g v RI00% -

Click “Save”
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Note: This step is only needed if there is Flexible Spending Accounts you will need to re-instate. If
the Employee does not have a Flexible Spending Account (Health/Dependent), then the transaction is

either completed or continue with below steps.

Select “Infotype 0170 Flexible Spending Accounts” (to highlight)

Click “Copy”

Employes Self-Service
Welcome

X

IKERAS”

Sell-Service, Genter.

I Detailed Navigation

Confirmation

Manager Self-Service

| Maintain HR Master Data

Image Connect

Worklist Web Log Report

Employes Suggestion System

KHRIS Reporting

I b [Back ][ Ext | Cancel | [ system] | [ Create |[ Change || Display |[ Copy |[ Delimit |[ Delete |[ Ovenview |

=) I (] [ 2

Find by
~ @@ Person

[ collective search help
[ search Term
[l Free search

Personnel no 234808

Hame [Test , Mister |

Status Active

0167 Health Plans
0168 Insurance Plans

EE group [| External - BN Personnel area @004 Benefits Only
EE subgroup 4124 Non-Faid Pers. subarea Board of Ed.
Paymlmrmlimesl. KO-
Infotype text Period
0021 Family MemberiDependents (&) Period
From To
) Today O Currweek

All

From curr.date

_ . 0170 Flexible Spending Accounts
Health Plan -
0171 General Benefits Information o D G EED o
[ o219 External Organizations ' Gurrent Period ) Current Year
| |0376 Benefits Medical I ] & e
Direct selection
Infatype 0170 Flexible Spending Accuumq 5Ty
Health Post Tax
ants
02 - Plan Utilization
lan Change
[-] @ Recordchanged I>[Eca (400) )
/" Trusted sites g v RI00% -
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In the “Start” box change the date to the day after the coverage was ended; (example coverage
ended 5/31/2012, enter 06/01/2012)

In the “To” date box, change the date to be 12/31/9999

Employee Self-Service Manager Self-Service sura P Image Connect  Worklist ~ Web Log Report Employee Suggestion System KHRIS Reporting
Welcome
- | Display OvlrFfexib!e Spending Accounts

. "4‘\\ |} [ Back |[ Exit |[ Cancel | | System ] | [ Previous record || Next record || Qverview |
KHRIS : —
- I «
Sell- Service, Center T ‘[I:I:I‘ Personnel Mo 234606/859-60-8227 | Nane —TMster Change Start” date
I Detailed Navigation ~ @BPerson Faymollarea BN|  on Ty B @ to 6/1/2012. Change
Start B6/0Tv2012| to  [12/31/9999| chng P6/11/2812[HHY L,
Mcul\emwe search help tO date tO
fl search Term Plan D501 |Healthcare FSa 12/31/9999
- Enroliment {iH Free search

tion Plan data lin (_Employee

General plan data

Benefit area EComm of Ky
Plan type DOO1 Medical FSA
5 - Confirmation Benefit plan D581 |Healthcare FSA

ealth Plan Planning Parameters

Employer FSA Contr.
074 - Insurance Plan EmployerFeacony. ||

* PA20 - Display HR Master
Data

Plan Utiization
Plan Change

0- Display FSA YTD [>[Eca 400) k1]

/" Trusted sites v RI00% -

Click “Save”

Transaction Completed
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Beqin Leave Without Pay (LWOP)-non EMLA

Note: This transaction is for an Employee who goes on unpaid official leave or unpaid military leave.
If the Employee is a cross-reference, the application will need to be sent to DEI Enrollment
Information Branch (EIB) and KGLI for processing. Do not process FMLA using these steps as

Employees maintain eligibility for benefits while on FMLA. If you have questions regarding FMLA,
please contact EIB and/or KGLI.

Step 1: PA 20 (select from menu on left) Note: Step 1 is to check to see if Employee has been
termed for both health and life plans.

(= PA20 - Display HR Master Data - SAP NetWeaver Portal - Windows Internet Explorer provided by Personnel Cabinet

@"v [z hetps ky.gov: v[ 8] [&]4][x [2]-
File Edit  Miew Favorites  Tools  Help

x Google | v|>'] Search = |- Mare » signin 9 -

57 Favarites | 555 € PHF-TRAIN powerer ol by KMi'... @ Suggested Sites = Ky Personnel Intranet £ | Get More Add-ons ~

. ~»
T PA20 - Disolay HR Master Data - SAP MetWeaver Portal - B 7 g v Page~ Safety - Tooks -~ @+

— | Log off

IEmE\C)’EESE\VVSEr‘-IDE Image Connect  Workiist

‘Welcome
| Display HR Master Data
|} [Back][Exit][Cancel] | [Display ][ Overview
2
Find by
~ G@rerson

{H Collective search help
[ search Term

B Free search T P el Pavroll |, Bensiits , Tims  Taxes  Planning Data

Personnel no

[nfotype text H| Period
[ |o0oo actions =| | @ Period
| [0001 organizational Assignment Fron To
| [0002 Personal Data ) Today ) Currweek
| 0006 Addresses oM ) Current montn
(0007 Planned forking Time CFromeurdats O Lastweek
| o008 Basic Pay " TocCurrentDate () Lastmonth
0002 Bank Details - -
Mloots T Current Period Current ear
7UU31 Reference Personnel Numbers ﬂ

* HRBENOOTS - FSA

Contributions

Direct selection
Infotype 5Ty

>[Eca o)

' Trusted sites sy v Hiow -
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In the “Personnel No” field, enter Employee’s Personnel No

Note: If you can’t remember Employee number, then do a SSN search by selecting ZAU_SSN Social
Security Search (select from menu on left). Enter Employee’s SSN in the search box and click “SSN
Search, then “Enter. This will give you the Employee Personnel No

Select “Benefits” tab

Click on “0167 Health Plans” (highlight)

Click “Display”

(= P420 - Display HR Master Data - S&P MetWeaver Portal - Windows Internet Explorer provided by Personnel Cabinet

EE)X]

@\" e [ s ky.gov ~ & | [&][+](x |[2]-
File Edit vView Fawortes Tooks  Help
x Google ‘ v‘-‘] Search ~ |- More > Signin 9 -

5 Favorites

i3 & PHF-TRAIN powered by KMP... @ Suggested Sites »  KY Personnel Intranet & | Get More Add-ons ~

777 PA?N - Dislaw HR Master Data - SAP Nerieaver Portal B - BE) 1 @ v Pager Safety - Tooks~ @~ »[
. _________________________________________________|
Help | Log off
Employee Self-Service UM inage Connect  Worklist
Welcome
|
- | Display HR Master Data
I('ﬁl?:‘i_\:’/ 1 b [Back]|[Exit][ Cancel | [Dispiay [ Oveniew
e —— EREDECE
Find by P — | )
I Detailed Havigation ~ G@Person e 1=/ e feile
Wel EE aroup g External - BN Personnel area Benefits Only
— - EEgrowp
[ Collective searen help 5 i 41 |24 Non-Paid Pors. sugarea 2001 Board of Ed.
{l search Term
= HRBEN0DO1 - Enrollment HiFree ssarch Basicpersonal data | Payrall Time , Taxes , Planning Data
* HRBENOOQO3 - Participation
Monitor Infotype text [ Period
: ”REE“"?W;E" — | 0021 Family MemberDependents o7 2| | (=) Period
aton Qverview 0031 Reference Personnel Numbers - o
0014 - Termination of H . I
B | 120315 esSpeciication - SN : O Today ) Cuttweek
* HRBENOO1S - Confirmation e ma e = Al ) Gurrent month
Form 721% \Fr:suLalnc: P\ag.s o " ) Fram curr.date ) Lastweek
« HRBEN - exible Spending Accounts B .
ERERNIIEL Ll = pending ) ToCurentDate () Lastmonth
o | |0171 General Bensfits Information o - -
+ HRBENDO74 - Insurance Plan | |p219 Extemal Organizations 1% G PET G Year
[ J0375 Benefits Wiedical = Choose
+ HRBEN0O7S
Contribution Direct selection
BF.20 - Display HR Master | Infatype STy
-z Senetts oy | B BEET]
" Trusted sites #h v ®io0n -

Click on “0168 Insurance Plans” (highlight)

Click “Overview” to display all life plans
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Click on “0170 Flexible Spending Accounts (highlight)

Click “Overview” to display all flexible spending accounts

{2 PAZ0 - Display HR Master, Data - SAP NetWeaver Portal - Windows Internet Explorer provided by Personnel Cabinet

MENEIRIES

G- [T ky.gov
Fle Edi Wiew Favortes Tooks  Help
x Go g[f‘ V|"lSearch' Mors 3>

57 Favorites | 5% | PHF-TRAIM powered by kMi'... %5 Suggested Sites ~ Ky Personnel Intranet | Get More Add-ons ~

Signin 9, -

||z Pa20 - Display HR Master Data - SAP NetWeaver Portal % v B [ dh v Page- Safety- Took+ @
Help | Logofi
Effployes Self-Service TREGe Conneet  Workiet
Welcome l
- | Display HR Master Data
I [k [Back ][ Exit ][ cancel | [ System,] | [ Display ][ Overview |
Sl HIME] (el a] S E—
Finaiy e [
I Detailed Navigation ~ @3Ferson e e — Elals REle
= P EE group External - BN Personnel area  [B004 Benefits Only
* Welcome: Collective search help
+ KHRIS Proc EE subgroup 24 Mon-Paid Pers. subarea 2881 Board of Ed.
{ search Term

~ m KHRIS Transactions

* HRBENOQO1 - Enroliment “ Free search

Basic persanal data Fayrollm Time |, Taxes | Flanning Data

* HRBENODO3 - Participation

Monitor

t Infotype text -1
’ E::E:::_US::’:: | 0021 Family llemberDependents ]
- HRBENOO14 - Termination of | |0031 Reference Personnel Numbers
Participation | |0041 Date Specifications L4
+ HRBENOO1S - Confirmation il R v
Form 0168 Insurance Plans o —
« HRBENDO73 - Health Plan | {0170 Flexible Spending Accounts o
Costs | |0171 General Benefits Information 7
* HRBENDO74 - Insurance Plan |_|9218 External Organizations
Costs | |0376 Benefits Medical Information j

- HRBENDDTS - FSA
Contributions
HlPA20 - Display HR Master

Direct selection

Infotype

Period
(®) Petiod

From To
) Today ) Cumweek
Al Current month
) From curr.date ) Lastweek
() To Current Date ~) Last month
) Current Petind ) Current Year

[ ] sw[ ]

=

* PA30 - Maintain HR Master
Data

* PA40 - Personnel ions

Social Security

+ ZBNFO02 - Benefits Policy
Conversion Letter

* ZBNFOOS - User Password
Reset

* ZBNQO012 - Health Post Tax
Participants

+ ZBNROOZ - Plan Utiization

* ZBNROO6 - Flan Change
History

* ZBNRO10 - Display FSA YTD

I[Eca (400

J Trusted sites ¢ - ®i00% -

Remember, the above steps are to check if the Employee has already been termed in KHRIS.

Note: If Employee has already been termed from health, life and FSA accounts (if applicable), no
further processing is needed in KHRIS. If the Employee had not been termed, proceed to Step 2.

Reinstating Benefits with No Break in Employment for a Rehire

Page | 104



Step 2: PA 40 Personnel Actions (select from menu on left)

ersonnel Actions - SAP NetWeaver Portal - Windows Internet Explorer pro d by Personnel Cabinet

v [ ntips Ky.gov, A 8 |[B) (%] [x [[#]-

File Edt View Favorites Tools Help

x Google| v

2 search ~ | more » Signin 9 -

¢ Favarites | 5i5 & PHF-TRAIN powered by KMi'.. @ Suggested Stes = Ky Personnel Intranct & | Get More Add-ons ~

= »
X7 PA40 - Personnel Actians - S4P NetWWeaver Portal & v B [ o= - Page~ Safety~ Tools~ @- [
1 Heb | Logotl
STy et i A 119U YIS ISt
I Welcome
| Personnel Actions
Ba Exit || Cancel |/ Execute || SSN Search
[[a]
Find by
I Detailed Navigation ~ G@Person
Personnel no. I:l
M collective search help
[ S
[ search Term
* HRBENOOO1 - Enroliment fH Free search Personnel Actions
* HRBENQDOS - Participation Jction Type Personn... |EE group  [EE sub. m
Monitor B -Begin B
* HRBENOOO6 - Plan and SN -End
Parlicipation Overview 51~ Begin Leave W/ Dut Pay
:REEND?H—'{ermmatmn of BN - End Leave W/ Out Pay
barticipation
BN - Change FSABilling Fraq
= HRBENOO15 - Confirmation
BN - Rehire
Form
* HRBENOOT3 - Health Plan
Costs L]
* HRBENOOT4 - Insurance Plan
Costs
= HRBENOOT!
Contributions || 53|
* PA20 - Display HR Master
Dala

* PA30 - aintain HR Master
Data

.

- ZAU_ ity
Search

+ ZBNFOU02 - Benefits Policy

[Eca (o)1)

J/ Trusted sites 4y - B -
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In the “Personnel No” field, enter Employee’s Personnel No

(= PA40 - Personnel Aictions - SAP NetWeaver Portal - Windows Internet Explorer provided by Personnel Cabinet

@.\; v [ ntips ky.gow “[8](8][%][x

File Edt View Favorites Tools Help

x Google| [ semch - | e S A -

¢ Favarites | 5i5 & PHF-TRAIN powered by KMi'.. @ Suggested Stes = Ky Personnel Intranct & | Get More Add-ons ~

777 DA - Baveral Ak « SAE Habiasear Gorre B B0 @ page- sefety- Toos- @- 7|

.

Help | Log off

Employee Self-Service Image Connect  Worklist

Enter Employee’s
Personnel No

Welcome

| Personnel Actions
. ﬁ#“\ u) |b [Back][Ext][ Cancel | [Execute |[ SN Search
IKE RIS
St Con 11T e
Find by
I Detailed Navigation ~ G@Person [
Personnel no.
Weicome 1M Collective search help Fon [ ee—— Enter date after last day
¥ f search Term -
RBEN00O1 - Enroliment {Hl Free search Personnel Actions
+ HRBENOOO3 - Parlicipation [action Type [Personn._JEE groupJEE sub
Monitor |_|BN - Begin Participation - .
* HRBEN0OOS - Plan and BN - End Participation Select t BN — Begin
Particiation Overview | |6 -Beqin Leave W1 Out P,
- HRBENOO14 - Termination of 7EN—En§ Leave"viout?ayy Leave W/Out Pay"
Participation | |BN-Change FSABilling Freq
+ HRBENOO1S - Confirmation reine
Form —
* HRBENOOT3 - Health Plan —
Costs L
* HRBENOOT# - Insurance Plan L
Costs. —
* HRBENOOTS - FSA L
Contributions || =l
= PA20 - Display HR Master
Data
* PA30 - Maintain HR Master
= ZBNFOO2 - Benefits Policy [Eca (o)1)

J/ Trusted sites 4y - B -

In the “From” field enter the beginning date of the LWOP (day AFTER last day worked)
Select “BN — Begin Leave W/ Out Pay” (to highlight)

Click “Execute”
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Copy 0000 Actions

Note: KHRIS will populate the start date for you. You will not have to enter a date.

{2 PA40 - Personnel fictions - SAP NetWeaver Portal - Windows Internet Exploren provided by Personnel Cabinet

@,:; * [ htps ky.gov: ¥[8 ](8|(&][x

File Edi  View Favorites Tools Help

x Google | v|-" Search ~ |- More 3 Signin 9 -

< Favarites | 5l5 & PHF-TRAIN powered by KMi'... 8 Suggested Sites = Ky Personnel Intranet & | Get More Add-ons ~

= = »
Z7 PA40 - Personnel Actions - SAP Netieaver Portal B | = v Page~ Safety~ Tools v @~ [

1 Heb | Logoff
Employee Sell-Service s BRl mage Connect  Workist
Welcome

-] | copy 0000 Actions
I(}@ I [y [save [ Back ][ Exit ][ Cancel ||| Previous record || Hes record |[ Ovendew ][ Execute info group |[ Change info group
T o I N
Nane
Detailed Navigation e
I EE group L1 External- BN Personnelar (2084 Benefits Only
Welcome E— -
EE subgroup 41|24 Non-Paid
Start 12/01/2011| to  [12/31/9998
HRBEN0DO1 - Enroliment
* HRBENQDO3 - Participation Personnel action
Wonitor Action Type BN - Begin Leave W/ Out Pay =]
+ HRBENOOOG - Plan and RECE oD ]
icipation Overview -
- Termination of
. Status
= HRBEN0O15 - Confirmation Custarmer-specific ]
Form Employment Inactive Gl
* HRBENOOT3 - Health Plan Special payment ]
Costs
* HRBENOO4 - Insurance Plan T e
Costs
———— Poson |
T Personnel area 0064 | Benefits Only
= PA20 - Display HR Waster Employee group E| External - BN
pata Ernployee subgraup 4| z4mon-pain
* PA30 - Maintain HR Master
Dats
ata _ Additional actions
.
o —n StatDate [Act [Action Type [sciR_[Reason for action @
« ZBNFOO2 - Benefits Policy =
. [~ I[Eca @

J Trusted sites 4y v Hoon -

Click on the “Reason for Action” field, (drop down box will appear) from the drop down box choose
whichever applies to the Employee (unpaid official leave or unpaid military). Do not process a LWOP
that is for FMLA.

Reinstating Benefits with No Break in Employment for a Rehire Page | 107



Click \/

t Explorer provided by Personnel Ca

G- Ky gav DN EEES [[2]-
File Edit  View Favorites  Tools  Help

x Go gle| v| P Search - | More 3 Signin 9 -
< Favorites | 5l5 & PHF-TRAIN powered by KMi'.. 48 Suggested Stes = Ky Personnel Intranet & | Get More Add-ons ~

= . »
7 PA40 - Persornel Actions - SAP NebWeaver Portal fir - BE) [ @ - Page- Safety~ Todls+ @~ [

Help | Log ofi|
o
I ‘Welcome
| copy 0000 Actions
} | Save || Back || Exit || Cancel

[ Reason for action (1

» Search Criteria

=5

Oveniew || Execute info group || Change info group

Action Type Name of action type % ActR Name of reason for action
* KHRIS Processes
KHRIS Transac B3 BN -Begin Leave W/ Qut Pay o Unpaid Official Leave
* HRBEN00O1 - Enroliment B3 BN - Begin Leave W / Qut Pay 02 Unpaid FMLA
= HRBENOOOS - Parficipation B3 BIN - Begin Leave W/ Out Pay 03 Unpaid Military
Monitor I | b
* HRBENOOOS - Plan and 3 Entries found

Participation Overview

* HRBENOO14 - Termination of
Participation

* HRBENOO1S - Confirmation
Form

* HRBENOOTS - Health Plan
Costs

* HRBENOO4 - Insurance Plan
Costs

* HRBENOOTS - FSA
Contributions

* PA20 - Display HR Master
Data =

* PA30 - Maintain HR Master

|StartDate [Act |Action Type [sctR |Reason for action

b T T T T
= ZBNFOO2 - Benefits Policy

| B

[>[Eca 400y Ca]

/" Trusted sites 100% -
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In the “Position” field enter 99999999 (always)

ersonnel Actions - SAP NetWeaver Portal - Windows Internet Explorer pro d by Personnel Cabinet

>hd = https Ky.gov, A 8 |[B) (%] [x [[#]-

File Edt View Favorites Tools Help

x Google| [ semch - | e S A -

¢ Favarites | 5i5 & PHF-TRAIN powered by KMi'.. @ Suggested Stes = Ky Personnel Intranct & | Get More Add-ons ~

o _o»
7 PA4D - Personnel Actions - SAP NetWeaver Portal [ ] | e v Page- Safety~ Tools~ @~ [

— | Log off

I Employee Self-Service ge Connect - Wiorkist

Welcome

IKH 14.\&5/ Quenview || Execute info group || Change info group

e e 7

I Detailed Navigation Nane

Benefits Only

EE graup L] External- BN Personnel ar
EE subgroup |41 |24 Non-Paid

Start 12/81/2011| to [12/31/9939

= HRBENOOD1 - Enroliment

» HRBEN0OOS - Participation Personnel action
Monitor Action Type BN - Begin Leave W/ Qut Pay [£]
* HRBENOOO6 - Plan and S ————
Parlicipation Overview
= HRBEN0O14 - Termination of
Participation SELE
= HRBEN0O15 - Confirmation Customer-specific ]
Form Employment Inactive [e]]
* HRBENOOT3 - Health Plan Spacial payment

Costs B — Enter 99999999

= HRBENOOT4 - Insurance Plan

Organizational assignment
Costs.

- HRBENQOT! Paosition 99999949

[ Feraonnel area
+ PA20 - Display HR Master Ernplayee group L] External- BN

Data Employes subgroup 41| 24 Nan-Paid =
= PA30 - Maintain HR Master

Data

JlPA40 - Personnel Actions]
- ZAU_ = StartDate [act. [action Type JicR_[Reason for action

Benefits Only

Additional actions

0=

Search

= ZBNFOO2 - Benefits Policy

-] [Eca (o)1)

J/ Trusted sites 4y - B -

Click “Save”
Click “Enter”

Click “Enter” to acknowledge message at bottom of screen
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Create 0378 Adjustment Reasons

Note: No information is to be entered on the screen. View dates and adjustment reason to make
sure correct.

(= PA40 - Personnel Actions - SAP NetWeaver, Portal - Windows Internet Explorer provided by Personnel Cabinet

@:‘/ * | hps ky.gov A 8]zl

File Edit View Favorites Tools Help

x Go glﬁ| v|-"Seavch~ More 3 sgnin 9 -

S Favorites | 5i5 & PHF-TRAIN powered by KMi'.. € Suggested Stes = Ky Personnel Intranct £ | Get More Add-ons ~

7 P40 Prvsninel Aetins -S4 NeRWA e P Biv B O @ - Pages sy Tk @ 7|

Help | Log off

Employee Self-Service Sl mage Comnect  Workist
Welcome

o | Create;ﬁ Adjustment Reasons
I\} Save || Back || Exit || Cancel | | System ] | | Previous record || Nextrecord |[ Qveniew

Persomnei o I

Payroll area  [sepurgaunite rrankiomnndependent

Start 12/01/2011 +to [12/31/2811

= Adjustment Reason Data

* HRBEN0OO - Enrollment Benefit area Comm of KY

* HRBENQOO3 - Participation Adjustment reason Begin official LWOP =]
Monitor

* HRBENOOO6 - Plan and

- Termination of

+ HRBENOO1S - Confirmation
Form

* HRBENOOT3 - Health Plan
Costs

+ HRBENOOT4 - Insurance Plan
Costs

« HRBENOOTS - FSA
Contributions

* PA20 - Display HR Master
Data

* PA30 - Maintsin HR Master

Bl - T e created P[eca ool

J Trusted sites 4y - ®ioown -

Click “Save”
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Step 3: HRBENO0O014 - Termination of Participation (select from menu on left)

n of Participation - SAP NetWeaver Portal - Windows Internet Explorer provided by Personnel Ga

@\-/v B ky.gov: ¥ & ][B][%][x (2B
Fle Edt View Favoites Tools Help
x Google | v|-'l Search = |- Mare 3 signin 9 -

57 Favarites | 555 £ PHF-TRAIN powered by KMi'... @ Suggested Sites = Ky Personnel Intranst £ Get More Add-ons ~

_ _»
7 HREENOO 14 - Termination of Participation - SAP Neti,., S v B = o v Page~ Safety~ Tools+ @- [

— | Log off

B DLy (surance Coorainator HCPT - Rl
I Welcome

| Termination of Pian Participation
|2 m|

TR <)) | Terminationfor

Name ‘Dn ‘12,07{2011 ‘@ ‘ |
Persomnetno. ||

\ I [HEE B |
ansactions 1D e L ] |Validity period Actian Date I

= HRBEND0OT - Enroliment

= HRBENOOO3 - Participation (&> Select |
Monitor

= HRBENOOOS - Plan and AGIEEl 6]

“Pers.No. [Name

= HRBEND015 - Confirmation

Form
* HRBENOOT3 - Health Plan
Costs
HRBENOO74 - nsurance Plan
Costs
* HRBENOOTS - FSA
Contributions
420 - Display HR Master
Data
* PA30 - Maintain HR Master
Data
* PA40 - Personnel Actions
" ZAU ocial y
Searc
* ZBNFO02 - Benefits Policy FEcawan
 Trusted sies v ®iow -
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In the “Personnel No” field, enter Employee’s Personnel No

(= HRBEN0O14 - Termination of Participation - SAP NetWeaver Portal - Windows Internet Explorer provided by Personnel Cabinet

@.\7 4% [ hips Ky gov, v 8 (B[ [x
Fie Edi View Favortes Tools Help
x Google | V|"l Search * - More signin X -

o Favorites | 5% @ PHF-TRAIM powered by ki, @ Sugoested Siees = Ky Personnel Intranet € | Get More Add-ons ~

o "
X7 HRBENOO14 - Termination of Participation - SAP NetW... [ R ] | b v Page- Safety - Tools~ @~ [

Hep | Logoff
I Employee Self-Service Tmage Conneet  Wordst
Welcome ’
Enter Employee’s
- | Termination of Plan Participation Personnel No
] [} (aze] Gt Gancer ) ysim) | Enter last day
B0l Sadon, Goslal Brmination for Worked
= ‘740 -
I Detailed Navigation Nane perrick Janes Jan__fi1730/2811] L Oveniewl
= Personnel no
ome [ o[ Stop participation [ g DisplayPlan | B[ [ mEmorist |
S ofiler L [ O NEiaoeod JEGHE I
RBENCQO1 - Enroliment o LT
(T [ BasicLife AD&D
* HRBENQQOG - Plan and ]
Patcpsion v HEIERIE
- IS or: I
of Participatio i |
* HRBENOO15 - Confirmation
Form
* HRBENOQT3 - Health Plan
Costs.
* HRBENOOT4 - Insurance Plan
Costs
* HRBENOOTS - FSA
Contributions
= PA20 - Display HR Master
Data
* PA30 - Maintain HR Master
Data
< »
= ZBNF0O02 - Benefits Policy B [Eca o)ty
J/ Trusted sites v Howm v

Go to the calendar selection and enter last day worked (i.e. last day of work is 11/30/2011)
Click “Select”
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Click “Select all” this will select all health, life plans and flexible spending accounts for termination

Click on “Expand” — This will allow the date information to be seen to make sure termination dates are
correct

(= HRBEN0O14 - Termination of Participation - SAP NetWeaver Portal - Windows Internet Explorer provided by Personnel Cabinet

@.\. o v [ hips ky.qov.

Fle Edi View Favortes Tools  Help
x Go glc|

DN EEER

v | 29 search ~ | More »

Signln 9 -
S Favorites | 53 € | PHF-TRAIN powered by KMi... € Suggested Sites = Ky Personnel Intranet € | Get More Add-ons ~

o _o»
7 HREENOO 14 - Termination of Participation - SAP Neth,., - B 2| v Page~ Safety~ Tools - (@~

Help | Log off|
T S L 11IUUT LUIITEL VOIS,

Welcome

| Termination of Pian Participation
| [Imm |

JE I R C ation for

I Detailed Navigation i Bmith , James on
i igati
Personnel no. I:l

Selt- Sanvice, Cantar

& [Zower

[ o7 stopparticipation |[ &p Display Plan [ @Emwinst |
T E— aohoetod  doim  Dae
~ @
« HRBEN0OD' - Enrolment Medics!
« HRBENOODS - Participation I @ select | CW Standard PRO 10/01/2011 - 12/31/9999  Terminate on  12/15/2011
Monitor ~ [¥]BasicLife AD&D
* HRBENODOG - Plan and = R E
oo gﬁn-nm BasicLife and AD&D 10/01/2011 - 12/31/9892  Terminate on 121312011
articipation Overview £ S (Bl
iRaciiooss - Terminason] RN eine 1
For Partiipation] 233769 | | | Healihcare FSA 10/01/2011 - 12/31/9999  Terminate on  12/11/2011
* HRBENOO1S - Confirmation

Form

= HRBENQOT3 - Health Plan
Costs.

= HRBENOO74 - Insurance Plan
Costs.

* HRBENOOTS - FSA
Contributions.

= PA20 - Display HR Master
Data

= PA30 - Maintain HR Master
Data
= PA40 - Personnel A

» ZBNF002 - Benefits Policy

>[eca o)

' Trusted sites 4y v Himw -

Click “Stop Participation” (this is to term health plan, life insurance plans and flexible spending
accounts)
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Select “Stop participation”

SAP NetWeaver, Portal - Windows Internet Explorer provided by Persor
@ Je = s ky.gov: [ & ][B][%][x [[2]-

File Edi  View Favorites Tools Help

x Google |

Search ~ - Mare 3 Signin 9 -
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Monitor Basic Life AD&D
° RIS R ITE BasicLife and AD&D 1001/2011 - 12/31/9999  Terminateon  12/31/2011
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Form
* HRBENOOT3 - Health Plan
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= PA20 - Display HR Master
Data
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Data
* PA40 - Personnel Actions
« ’
= ZBNFU02 - Benefits Policy B8 Dl Eca @00

/ Trusted sies
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Click \/

HRBENOO14 - Termination, of

AP NetWeaver Portal - Windows Internet Explorer provided by Persi

@\. e [ s kygov ~[8](B][*][x

Fle Edt View Favortes Toos Help
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= Welcome
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Monitor
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Participation Overview

.

= HRBEN0O15 - Confirmation
Form

= HRBENOO73 - Health Plan
Costs

233769 Smith , James. Healthcare FSA 10/01/2011-12/31/9999  Terminate on 1211112011

* HRBENOO74 - Insurance Plan
Costs

+ HRBENDO78 - FSA
Contributions

+ PA20 - Display HR Master
Data

* PA30 - Maintain HR Master

I>[Eca @o0)

/ Trusted sites o | ®i00%

SAP NetWeaver Portal - Windows

ed by Personnel Ca

ES &= [+ B
Je = s Ky g R EIEAES [»
File Edit  View Favorites  Tools  Help

x Google | v| 3 Search ~ |- More > Signin 9 -
¢ Favarites | 55 & PHF-TRAIN powered by KMi'.. %8 Suggested Sites = Ky Personnel Intranet £ | Get More Add-ons ~

7 HREENOO14 - Termination of Participation - SAP Net..
1

v Page~ Safety~ Tools+ @~

Help | Log off|

Efpioyee Serrservice’ Trage Connect — WOrHISt

Welcome

| Termination of Pian Participation

PP Direct seleciion | S )

Termination for

gmith , James M2/11/2811 2 Oveniew
I Detailed Navigation T f lon | m [2 ]
Personnel no. I:l
[ ] Stop participation | & DisplayPlan_| [ @Ewhst |
P E— Voidwoeiod  on  Das |
* HRBENOOO1 - Enroliment = [
« HRBENOOO3 - Participation I B select | CV¥ Standard PPO 1010112011 - 121152011 Terminateon  1215/2011
Monitor ~ [ BasicLife AD&D
* HRGEN0O0 - Plan and &[F] ala BasicLiis and AD&D 1010112011 - 1213112011 Terminateon  12/31/2011

Participation Overview

LIHRBEN0014 - Termination

= [ Medical Fs
Healthcare FSA

“Pers.No. [Name
233769 Smith, James

10/01/2011 - 12/11/2011  Terminate on 12112011

= HRBEND015 - Confirmation
Form

= HRBENOOT3 - Health Plan
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= HRBENOO74 - Insurance Plan
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* HRBENOOTS - FSA
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* PA20 - Display HR Master
Data
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Data

= PA40 - Personnel

I>[Eca ooyl

/ Trusted sites 100% -

Transaction Complete

Note: Please communicate to Employee the ability to continue any/all Life coverage provided

premiums are paid.

Reinstating Benefits with No Break in Employment for a Rehire

Page | 115



Health Benefit Enrollment Reporting

Step 1: Select HRBENOO073 Health Plan Costs (select from menu on left)

Note: This report can be used to gather current or future health plan enroliment information. The

report should be ran in the morning or late afternoon when there are fewer users in the KHRIS
system.

= HRBENDO73 - Health Plan Costs - SAP NetWeaver Portal - Windows Internet Explorer provided by Persannel Cabinet
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55|~ Ky Kentucky: Personnel Cabinet. ., | 27 HRBENOO?3 - Health Plan, .,
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I Detailed Navigation —
‘& Today
) Other keydate
Key Date

Selection
Personnel Number

dditional selection
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= PA30 - Maintain HR Master
Data

[>[Eca (400) F1]

J Trusted sites i | B -
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Click “Search helps” tab

Select “K —Organizational Assignment”

IRBENDO73 - Health Plan Costs - SAP NetWeaver Portal

ndows Internet Explorer provided by Persannel Cabinet

ky.qov

|(2]-
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I Detailed Navigation
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Key Date
1 - Enroliment
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»
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Click on the “Search helps” tab and select
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Schedules
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Last name - First name (KR)
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Constituent Services Number (NL)

Employee's application number —
Personnel numbers with trip data by organiz. assignment

Personnel numbers with trip data

Systemn user name

Person in charge of sales

Payroll correction run ﬂ
30 Entries found
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Enter your Agency’s “Organizational Unit Number” in the Organizational Unit field

/= HRBENDO73 - Health Plan Costs - SAP NetWeaver Portal - Windows Internet Explorer provided by Persannel Cabinet E‘E‘E‘

@‘\:/' [z ratps Ky gov [ 8 |[&][*][x] |E2E

File Edit Wew Favorites Tools  Help

i Favorites | 5 P Googe £ - Ky Persomnel Intranet £ -

- - »
55~ | Ky Kentucky: Personnel Cabinet, ., | =7 HRBENOD73 - Health Flan,.. 3¢ G- B8 S| b v Page - Safety - Took ~ (@~

Employee Self-Service Manager Self-Service suranc ator NCP:
Welcome
-1 | Health Plan Costs

'(ﬁ'ﬁ;’ I |} [ save as Variant... |[ Back || Exit |[ Cancel | | System,] | [ Execute
—————E

Enter Agency’s
Sl Sa0cn, Coplas [ Futherselections || = Searchhelps | . i .
Key date organizational unit number

9 [Ereraamrns | (YOU can use drop down
- _AZFEEE | box to select your

Perearmal aren organization) and click
[©] || Personnet sucares check mark

Ermployee group

Help | Log off|
Image Connect ~ Workiist ~ Web LogReport  KHRIS Reporting

I Detailed Havigation

Key Date
HRBEN0OOT -
= HRBENOOO3 - Participation Selection
Monitor Personnel Number
= HRBENDDOG - Plan and

([T D H

FTEED Employee subgroup
Participation Additional selection Payrall area :l El
. Company Code
= HRBENDO15 - Confirmation Benefit area (iR El
fosn 15t Frogram Grouping to Cost Center it
=
LIHRBEN0O73 - Health Plan 2nd Program Grouping to Organizational unit 10005417}
OSIS Benefit plan to Organizational key
» HRBENDO74 - Insurance Plan Administrator group
Costs Time administrator
= HRBENDO7S - FSA
Lastnarme ]
Contributions =
- PA20 - Display HR Master Firstname
Data
= PA30 - Maintain HR Master
Data
=4
[
ssword
- Health Post Tax
Participants
= ZBN Plan Utiiization
= ZBNROO6 - Plan Change
History
= ZBNRO10 - Display FSA YTD [>[eca ooy

J Trusted sites Gy v HI00% <

Click \/

Note: This will take you back to the Health Plans Costs screen. After you enter your Agency’s
Organizational number, the “Search help” field will change to “Search help K”. This indicates that the
report that is generated will only pertain to your Agency.
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To run a report on current elections, under the Key date box, select “Today”

Note: Only use personnel number field if you need information for a particular Employee. Otherwise,

this step will obtain a complete listing of your Employees. For instructions on how to run for future
dates, see page 123.

Click “Execute”

(= HRBENOO73 - Health Plan Costs - SAP NetWeaver, Portal - Windows Internet Explorer provided by Personnel Cabinet

@,\, PR EL ky.gow ¥[8 ](8|(&][x
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Note: This screen shows what the report will look like with the current date. A list of your Employees
along with health benefit election data will appear.

(= HRBENOO73 - Health Plan Costs - SAP NetWeaver Portal - Windows Internet Explorer provided by Personnel Cabinet

File Edit ‘View Favorites Tools Help

= |7 hitps ky.gov, N IEIEES P~
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I Detailed Navigation Health Plan Costs C t d t
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SR AT 2 0001 0001 KEHF single
= 2 0001 0001 |KEHP Single
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- ZAU_ rity 1] L
— EE=E] Page 2
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J Trusted sites ‘p - B100% <

Click “Back” to return to Health Plan Costs report screen
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To run a report for future elections, under the Key date box, select “Other key date”
Enter the date for which you are gathering election data in the “Key Date” box

Note: Only use personnel number field if you need information for a particular Employee. Otherwise,
this step will obtain a complete listing of your Employees.

= HRBENOD73 - Health Plan Costs - SAP. NetWeaver Portal - Windows Internet Explorer provided by Personnel Cabinet

@E; v | hips ky.gav <[ 3| % |[2]-
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—————
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Benefit plan [ | o ||
* PA20 - Display HR Master
Data
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Click “Execute”

HRBENDD73 - Health Plan Costs - SAP NetWeaver Portal - Windows Internet Explorer provided by Personnel Cabinet
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Note: This screen shows what the report will look like with the current date. A list of your Employees
along with health benefit election data will appear.

= | Health Pian Costs
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To export this data into an excel spreadsheet:
Click “Menu”

Click “List”

Click “Export”

Click “Spreadsheet”

File Edit View Favorites Tools Help

7 9 (9 BN - Benefits Administration ] Home - KHRIS Connecting ... € Suggested Sites ¥ @] MSN.com & Free Hotmail Ky Personnel Intranet | Web Slice Gallery ¥ €] HP Quality Center 10.00
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[
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Click” Excel ( MHTML Format)”

o P T
1) |

27 hitps://khris ky.gov/irj/portal
File Edit View

Favorites Tools Help

o -
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Note: To save the file, choose a folder and click save. Once you have saved and opened the excel
file, you can modify the way you need to view and/or print the report.

File Edit View Favorites Tools Help

»
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He\l | Log off|
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Transaction Complete
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Plan Change History Report

This report allows you to see changes made to your agency’s population based on a number of
criteria. As with other reporting in KHRIS, running during non-peak times (early morning or evenings)
will help with getting results without timing out of the system.

Step 1. Select ZBNROO6 Plan Change History (select from menu on left)
Click “Search helps” tab

{2 IBNROOG - Plal ange History - SAP NetWeaver Portal - Windows Internet Explorer provided by Personnel Cabinet

@\:/.v = atps ky.gov, v 8 | 2| % |[2]-

Fle Edt bWew Favorites Tooks Help

i Favorites | 53 S Googe = Ky personnel Intranet & | -
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o
Costs Employee groupisubgroup =
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Display HR Master
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Additional data
Plan type to El
Benefit plan to El
c Changed By to El
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NF0S - User Password

[>[Eca (400) 2]

/" Trusted sites Fa v 10w -
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Select “K — Organizational Assignment”

Click \/

(= IBNROOG - Plan hange History - SAP NetWeaver Portal

dows Internet Explorer provided by Personnel Cal
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System user name
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Payroll correction run
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J Trusted sites g v H100%

Plan Change History Report

Page | 128



Enter your Agency’s “Organizational Unit Number in the Organizational Unit field

{= ZBNROOE - Plan Change Histary - SAP NetWeaver Portal - Windows Internet Explorer, provided by Personnel Cabinet
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Fle Edt Wew Favortes Tooks  Help
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»
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[
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Layout variant
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e HHULI

Plan type v 3 A ¢
Benefit plan T I
Changed By to
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[>[Eca 4o0) ]

J Trusted sites Gy v HI00% <

Click \/

Note: This will take you back to the Plan Change History Report screen. After the Agency’s
Organizational number has been entered, the “Search helps” field will change to “Search helps K”.

This indicates that the report generated will only pertain to your Agency.
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You can run the report based on different periods. These periods indicate the effective date of the
change. You can choose any of the radio buttons.

If you want to see changes for a certain period of time you need to click “Other Period”.

In the “Data Selection Period” boxes enter the period you want to show on your report. For example

if you want to show all changes made to your members during or after 2011’s Open Enrollment period

Use 01/01/2012 as the first date box and a later date in the “To” box.

(= ZBNROOG - Plan Change History - SAP NetWeaver Portal - Windows Internet Explorer provided by Personnel Cabinet
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You can also run this for one day by using the same day in both boxes.

Once you have chosen a period you can click “Execute”; however you can add more data to further
specify the data the reports returns.
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For example if you only want to know changes made to a Plan type (Health Plans, FSA accounts,
Basic Life etc.) you can choose a Plan type. Note: Leave this field blank if you want to see changes
on all plan types. You can limit the report to specific Benefit plans. Leave this field if you want to see
all Benefit Plan changes.
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99 MEDI Medical
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“Changed By Data” can be used by entering a specific USER ID ABC1234, if you want to see more
than one user (if there are multiple ICs that do entry at your agency) Click on the Multiple Selection

(Note: This shows when you put your “mouse” on top of the yellow arrow In the Additional data box.
Click yellow arrow by “Changed By”)

Enter the “PRNRS” in the info box

(= ZBNROOG - Plan Change History - SAP NetWeaver Portal - Windows Internet Explorer provided by Personnel Cabinet
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@;/. - ‘37 https ky.qgov. V‘ [ | *2| %

File Edit Wisw Favortes Tools  Help

i Favorites | 53 S Googe = Ky personnel Intranet & | -
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Pers.area/subarealcost cente
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If you want to see changes made by any users leave this field blank. If you want to see changes
made due to a file upload, enter BATCH_BN in the “Changed By’ field
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Use “Changed on” dates in order to capture changes processed within a particular date range. For
example, if you want to see changes processed in KHRIS in September 2011, use 09/01/2011 in the
first data box and 09/30/2011 in the “to” box. You can also use the “Multiple Selection” choice to
choose specific dates or multiple ranges.
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If you want to see changes made on any date, leave these boxes blank. However, it is advisable to
use at least one selection criteria. Running the report without any defined criteria will take extended
amounts of time and may cause you to time out. The more you define criteria the more specific your
report will be.
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As an example this report is asking for changes made with an effective date of 01/01/2012-
01/31/2012 processed by a particular user between 12/01/2011 and 12/31/2011.
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After the criteria you want to report on is entered, click “Execute”. In this instance the report will show
any changes that were made effective 10/01/2011 to 12/31/2011 and were entered into KHRIS
between 09/01/2011 and 12/31/2011 by all users.
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The report generated will look like this:
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You can download this to an excel spreadsheet
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To export to a spreadsheet click “Menu” tab then click, “List, Export, Spreadsheet”
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When given the option, choose Excel as the Format
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Note: If you get a security information notification that states “The application’s digital signature has

been verified. Do you want to run the application?” \/ (box should be checked) Always trust content
from this publisher.”

Click “Run”

Security Information E|

The application's digital signature has been verified. «
Do you want to run the application? =’

[
Mame: Query.class
Publisher: SAFP AG

Fron: https: ) fkhrisepaq. ks, gow

flways trusk content From this publisher

Fun l [ Cancel

Thiz application will run with unrestricted access which may put
your personal information at risk, The publishet's identity has been More Inforration...
werified, Run this application only if vaou brust the publisher,

Plan Change History Report Page | 139



Change the file name to a suitable name and save the file in a folder.

£

3

Save In: |] per1069

@||T3| |3 |BE] B=

] Desktop

] Favorites

[ My Documents

3 SapWorkDir

] start Menu

B IC List 021512.MHT

File Name: changes 1DD1-123111I}{L5

Files of Type: |XML file nm. (*.MHT)

Save Cancel

| L L N I H h

From there you can open in Microsoft excel and manipulate the data.
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Insurance Plan Cost Report

Step 1: Select HRBENOO074 Insurance Plan Costs (select from menu on left)

Note: This report can be used to to review and make sure Employees are enrolled, and enrolled in
the correct plans. The report should be ran in the morning or late afternoon when there are fewer
users in the KHRIS system.
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Click “Search helps” tab

Select “K —Organizational Assignment”
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Enter your Agency’s “Organizational Unit Number” in the Organizational Unit field

= HREENDO74 - Insurance Plan Gosts - SAP MetWeaver Portal - Windows Internet Explorer provided by Personnel Cabinet
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Click \/

Note: This will take you back to the Insurance Plans Costs screen. After you enter your Agency’s
Organizational number, the “Search help” field will change to “Search help K”. This indicates that the
report that is generated will only pertain to your Agency.
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To run a report on current elections, under the Key date box, select “Today’

Note: Only use the “Personnel number” field if you need information for a particular Employee.
Otherwise, this step will obtain a complete listing of your Employees. For instructions on how to run
for future dates, see page 147.
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Click “Execute”
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Note: This is what the generated report should look like. If you scroll down, you will find Optional and
Dependent coverage information with the proper plans and premiums. This example of the report
reflects columns that are hidden. If you choose to hide columns after the repor has generated, right
click on the column you wish to hide and click “Hide” and that column should disappear from
viewieng.
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The columns that will be useful are: Benefit Plan Text (Plan types: Basic, Optional and Dependent);
Pers. No.; Name; ID Number (Social Security Number); G (Gender); Entry; Part.date (Participation
Date); Insurance Option Text (Coverage Volume); EE Cost; ER Credit; Ins. Coverage; and Birth date.

Click “Back” to return to Insurance Plan Costs report screen
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To run a report for future elections, under the “Key date field, select “Other key date”
Enter the date for which you are gathering election data in the “Key date” field

Note: Only use the “Personnel number” field if you need information for a particular Employee.
Otherwise, this step will obtain a complete listing of your Employees.

/= HRBENOO74 - Insurance Plan Costs - SAP NetWeaver Portal - Windows Internet Explorer provided by Personnel Cabinet

@.\-; v |z rps ky.qov EENEIEES

File Edit Wiew Favorites Tools Help

x Go g[e| v

2 Search - | More 3> Signin 9 -

{\7 Favorites &3 & | PHF-TRAIN powered by KMi'.. @ Suggested Sites ~ Ky Personnel Intranet @ | Get More Add-ons ~

»

|| &7 HREBEMDO74 - Insurance Plan Casts - SAP Metweaver .., - E) - [ g v Page~ Safetyr Toos - @+

Welcome, Jacqueline Beach - Department of Employee Insurance (55794)

rdinator NCP1

Help | Log off

Employee Self-Service Insurance Image Cennect Worklist

Vielcome

I Insurance Plan Costs
HRIS I fant..
I(HR,{!‘&/ I |b [save as variant... |[ Back | Exit |[ Cancel | [ System] | [ Execute |[ Get variant... |

o [LLL
Self-Sarvice Gealer [ Futtherselections || = Searchhelps | o Org. structure

Key dat:
I Detailed Navigation i ey Tade
A= ) Today
© Other keydate €———————— Enter future date that
+ mKHRIS Transactions [HEy DD S} you want to view
* HRBENDQO1 - Enroliment
* HRBENDQO3 - Participation Selection
Monitor Personnel Mumber [ ]

= HRBEN0O0OE - Plan and
Participation Overview

= HRBENDO14 - Termination of
Participation

= HRBEN0015 - Confirmation Form Benefit area
HRBEMNQOT3 - Health Plan Costs 15t Program Grouping

' 2nd Program Grouping

D

= HRBENOQ7E - FSA Contributions

-P Display HR Master Data

= PA30 - Maintain HR Master Data

= PA40 - Personnel

= ZAU_SSN - Social S
Search
ZBNF002 - Benefits Policy
Conversion Letter
ZBNF005 - User Password
Reset
ZBNQO012 - Health Post Tax
Participants

= ZBNR002 - Plan Utilization

= ZBNROOS - Plan Change History

= ZBNR010 - Display FSA YTD
Deductions

= ZBNR013 - Dependent Search
By SSN

= ZBNR015 - Daily Enroliment
Count Report

Additional selection

=

to

i
i
E2(ET

Benefit plan tao

I>[Eca 400) ]

J Trusted sites S v mamwm <

Insurance Plan Cost Report Page | 146



Click “Execute”
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Note: This screen shows what the report will look like with a future date. A list of your Employees
along with life insurance benefit plan data will appear.
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To print report, click “Local file”
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Click “Spreadsheet”
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Click on “Drop down box”
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This box will appear allowing you to name and save your report to your local directory
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The below screen example, the file is named Insurance Plan Cost and is being saved to desktop (or
can save to My documents-your choice)

X
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Click “Open”
Note: This will allow you to open the excel report and allow printing.

Transaction Complete
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How to run a Smoker Status Report

Step 1. HRBENO0O0O0O1” (select from menu on left)

Enrollment - SAP NetWeaver Portal - Windows Internet Explorer provided by Personnel Cabinet
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Click on “Menu”
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Go to “System”
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Go to “Services”

Go to “Direct Input”
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Select “Start SAP Easy Access”
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Click the arrow-beside the “Benefits Adminstrator Folder”
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Scoll down and click on “ZBNQ0018-Smoker Status”
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Under “Period”, click on the drop down box and select which period you want to run your report

Click on “Search Help”
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Select “K Organizational assignment”
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Enter Organizational Unit number
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Health Post Tax Participants Report

Step 1: HRBENO00001” (select from menu on left)
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Go to “System”
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Go to “Services”

Go to “Direct Input”
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Select “Start SAP Easy Access”
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Click the arrow -beside the “Benefits Adminstrator Folder”
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Scoll down and click on “ZBNQ0012- Hith Post Tax Participants”
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Under “Period”, click on the drop down box and select which period you want to run your report

Click on “More”
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Click “Search Help”
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Select “K Organizational assignment”
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Enter Organizational Unit number
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Life Insurance Benefits Policy Letter Conversion

Step 1: ZBNF002 - Benefits Policy Conversion Letter (select from menu on left)
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In the “Reporting Period” field, do not make any changes — it will state “All”
In the “Insurance Coordinator field”, enter your name

In the “Insurance Coordinator Title” field, enter your title
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Click on “Delta File”
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For example purposes:
In the “Changed —On Date From” field, enter 10/01/2011
In the “Changed —On Date To” field, enter 10/07/2011

Note: This process should take place every Friday of the week (example on Friday 10/07/11 you
are using Changed-on Date From 10/01/2011 to Changed-On Date To 10/07/2011). This will pick
up Employee (s) that has termed during the week. In turn, the conversion letter will be mailed in a
timely manner. ***The Employee only has 31 days to convert their conversion to an individual whole
life plan.

Life Insurance Benefits Policy Letter Conversion Page | 176



Click “Search Help”
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Select “K Organizational assignment”
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In “Organizational unit” field, put in your Agency’s organizational unit number or use drop down box

Click \/
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Example of the letter you will get from the transaction:
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Re: Group Life Insurance Conversion Rights
Termination Date of Employment: 08/15/2011
Basic Life and AD&D Enddate:  08/31/2011

pear [N

You are receiving this letter ta inform you of your Conversion Rights for the State Paid Life Insurance
coverage that you were provided while covered under the Commonwealth of Kentucky plan.

The life insurance policy that you had can be continued after your employment has terminated
providing your required contributions are current. The policy includes the free basic coverage and/or
any additional policy that you may had with the C No evidence of i will be
required to convert your life insurance coverage. However, you only have 31 days from the termination
«of your insurance to convert your coverage to an individual whole life policy with the insurance carrier.

The current policy with the Commonwealth provides you with a term life insurance policy at group
rates. The conversion policy rates will be higher than your group rates because the conversion rates
will be based on your age at the time employment ends and a whole life insurance conversion pol

If you are interested in converting your state paid life insurance coverage to an individual whole life
policy with the carrier, you may visit the Personnel Cabinet's Group Life Insurance website at http://
personnelky.gov/emprel/gli/ for a calculation table or contact their office direct for a policy rate at
502-564-4774 or 800-267-8352.

Sincerely,
JOHN DOE
INSURANCE COORDINATOR

 Trusted sies

Click “Print” to print the letter
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Note: If you process a term on the current day and want to generate a letter immediately you would
follow the below steps:

In the “Reporting Period” field, use the drop down box and select “Today”
In the “Personnel Number” field, enter the Employee’s Personnel Number

Select “Full File”
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Click “Execute”
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